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Welcome 
Welcome to St. John’s Lutheran Church, a congrega on of the Evangelical Lutheran Church in 

America!  We are a congrega on of God’s people doing God’s work in this me and place.  As an 
employee of St. John’s, you are an important part of our ministry team.  This handbook is meant to help 
you understand more about your role as an employee of the church. 
 
Mission Statement 

Our mission statement is Grow in faith, Share God’s love, Serve others.  Everything that we do as 
a congrega on is meant to be a reflec on of that mission and it is important to measure our work 
against it.  We are commi ed to a life of worship, service, and grace in this place.  We use our me, 
talents and treasures to help do ministry together.   
 
Important No ce about this Handbook 

This handbook is designed to provide employees with informa on about condi ons of 
employment, employee benefits, and important employment policies. These policies are published to 
provide a convenient resource for all employees, to assist in the orienta on of new employees, and to 
promote consistency in the administra on of the services provided by the church. Employees are 
expected to read, understand, and comply with all provisions in this document. This handbook 
summarizes the policies and prac ces in effect at the me of its approval by Council, and it supersedes 
all previously issued handbooks and any policy that is inconsistent with the policies described here. 

No set of personnel policies can an cipate every circumstance or ques on or summarize every 
policy, and the need may arise for us to revise, add or cancel policies, at which me the Congrega on 
Council (Council) of St. John’s has the authority to make changes without prior no ce. In addi on, St. 
John’s may deviate from its stated policies at its sole discre on as individual circumstances warrant. 
 
 
CONDTITIONS OF EMPLOYMENT 
At-Will Employment  

This handbook is not a contract, expressed or implied, nor does it guarantee employment for any 
specific length of me. Although we hope our employment rela onship will be long term, every non-
ordained employee of St. John’s is an at-will employee. That means that either St. John’s or the 
employee may end the employment rela onship at any me, with or without no ce and with or without 
reason. 
 
Keeping our Children Safe:  Clearances and Criminal Background Checks 

This congrega on’s ministry with children and youth begins by striving to provide a safe 
environment with caring and effec ve leaders. To protect the safety of our children and youth, and in 
compliance with Pennsylvania law, all employees will be screened for their eligibility to work with 
children and youth and must submit the mandated clearances: 

 Pennsylvania State Police Criminal Record Check: h ps://epatch.state.pa.us/Home.jsp 
 Pennsylvania State Child Abuse History Clearance: 

h ps://www.compass.state.pa.us/cwis/public/home 
 Federal Criminal History Report, which includes submission of the individual’s 

fingerprints    h ps://www.identogo.com/loca ons/pennsylvania 
 Na onal Sex Offender Registry -

h ps://www.dhs.pa.gov/KeepKidsSafe/Resources/Documents/NSOR.APPLICATION.05.02
.22.pdf 
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All employees must keep these clearances current by renewing them every five years.  St. John’s 
will pay/reimburse for the cost of clearances.   
 
Policy Against Harassment  

The church will not tolerate any form of discrimina on or harassment including sexual 
harassment or hazing. It is important for you to understand that jokes, stories, cartoons, nicknames and 
comments about appearance may be offensive to others. It is our policy to strictly prohibit any conduct 
that may cons tute sexual harassment or other unlawful harassment and to discipline any employee 
guilty of such conduct.  

Sexual harassment is o en difficult to define. Such conduct has the purpose or effect of 
substan ally interfering with an individual’s work performance or creates an in mida ng, hos le or 
offensive working environment. This includes many forms of offensive behavior. However, as a guide, the 
following behavior may cons tute harassment:  

 Unwelcome sexual flirta on, advances or proposi ons; 
 Verbal comments related to an individual’s age, race, gender, color, religion, na onal 

origin, disability, or sexual orienta on; 
 Displaying cartoons or telling jokes which relate to an individual’s age, race, gender, 

color, religion, na onal origin, disability or sexual orienta on; 
 Explicit or degrading verbal comments about another individual or his/her appearance;  
 The display of sexually sugges ve pictures or objects in any workplace loca on, including 

transmission or display via computer;  
 Physical conduct that includes touching, assaul ng, impeding or blocking movements; 
 Offering employment benefits in exchange for sexual favors;  
 Making or threatening reprisals a er a nega ve response to sexual advances. 

 
  It is the responsibility of each member of the work team to create an atmosphere free of 
harassment. In addi on, it is the responsibility of each employee to respect the rights of other 
employees. This policy encourages any witness of an incident of harassment to report such incident 
immediately. All reasonable efforts will be made to protect the confiden ality of the individual repor ng 
the incident. If you believe that you are being subjected to harassment, you should:  

 If you feel able to do so, tell the harasser that his or her ac ons are not welcome and 
that they must stop, and  

 Immediately report the incident to the Lead Pastor or a member of the Execu ve Team. 
A report of any type of harassment will be treated seriously, and a thorough 
inves ga on will be conducted. An employee who files a complaint will be treated fairly 
and courteously at all mes, and will not be retaliated against for making such report. 
Confiden ality will be honored for all par es involved to the degree possible. The 
employee(s) involved will be informed regarding the findings of the inves ga on and any 
disciplinary ac on to be taken.  

 
Prohibi on of Threats and Violence 
  It is the policy of St. John’s that there will be zero tolerance for violence. No weapons are 
allowed on the premises and no threats or talk of violence will be tolerated. All poten ally dangerous 
situa ons, including threats by co-workers, should be reported immediately to the Lead Pastor or the 
Execu ve Team.   Reports of threats will be confiden al to the extent that maintaining confiden ality 
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does not impede the ability to inves gate and respond to the complaints. All threats will be promptly 
inves gated. All employees must cooperate with all inves ga ons. No employee will be subjected to 
retalia on, in mida on or disciplinary ac on as a result of repor ng a threat in good faith under this 
policy.  

If St. John’s determines, a er an appropriate good faith inves ga on, that someone has violated 
this policy, St. John’s will take swi  and appropriate correc ve ac on. In addi on to the appropriate 
disciplinary ac on, the employee and/or other par es involved may be subject to criminal proceedings 
as appropriate. If you are the recipient of a threat made by an outside party, please follow the steps 
detailed in this sec on. It is important to be aware of any poten al danger in the workplace. We want to 
take effec ve measures to protect everyone from the threat of a violent act by an employee or by 
anyone else. 
 
EMPLOYEE BENEFITS 
Employee Pay 

Employees are paid bi-weekly. 
 Social Security and Medicare Taxes: St. John’s makes contribu ons for its lay employees 

as required of employers under the Federal Insurance Contribu on Act (FICA). 
 Unemployment Compensa on: St. John’s employees are not covered by unemployment 

compensa on insurance. Therefore, upon termina on of their employment, they are 
not eligible to collect unemployment insurance benefits 

 
Reimbursement for Approved Business Expenses 

 Employees of St. John’s who are required to expend funds in connec on with the performance 
of their work will be reimbursed for expenses that have been pre-approved by the Lead Pastor. 
 
Credit Card Use 

Any employees of St. John’s that are issued a church credit card shall only use the card for 
approved expenses and shall have a receipt for all purchases.  Any personal or nonapproved expenses 
will be reimbursed by the employee to St. John’s within 30 days of purchase.  If there is con nued 
misuse of the credit card, discipline up to and including termina on will occur.   
 
Vaca ons  

All employees of St. John’s are given me off as allo ed in their job descrip on.  All vaca on 
me taken shall be approved by the Lead Pastor.  All vaca on me shall be recorded.  If more me is 

needed than allo ed in the job descrip on, then the me off shall be unpaid for the remainder of the 
calendar year.  All vaca on requests should be made at least one month prior to scheduled days off. 
 
Holidays  

It is the policy of St. John’s that the Church office will be closed on the following holidays:  
 New Year’s Day (January 1) 
 Presidents’ Day (February) 
 Monday following Easter Sunday 
 Memorial Day (May) 
 Juneteenth (June 19th) 
 Independence Day (July 4th) 
 Labor Day (September) 
 Indigenous People’s Day (October) 
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 Thanksgiving (Wednesday – Friday) 
 Christmas (week between Christmas and New Year) 

Other days may be added at the discre on of the Lead Pastor. 
 
LEAVE POLICIES 
Jury or Witness Duty  

St. John’s encourages its employees to fulfill this civic responsibility by serving on jury duty when 
required. St. John’s will also provide witness duty me off to employees who receive a subpoena or 
summons to tes fy in court.  

 The jury/witness summons should be shown to the Lead Pastor as soon as possible so 
that arrangements can be made to accommodate your possible absence from work.  

 Employees are expected to report for work whenever the court schedule permits.  
 If summoned by St. John’s to tes fy, the employee will receive me off for the period of 

witness duty. 
 
Military Leave 

St. John’s complies with applicable state and federal law concerning leaves for military service. 
Absences should be discussed with the Lead Pastor well in advance of leaving for training or ac ve duty.  
 
Sick Leave 

 It is the policy of St. John’s that sick leave requiring an extended absence of longer than one 
week must be reviewed and approved by the Lead Pastor and/or Execu ve Team.   The employee must 
inform the Lead Pastor of the need for sick leave.  
Long-Term Leave  

When an employee can no longer perform their employment du es at St. John’s due to a 
medical illness or other life event, the following progression will be in effect. 

 If the employee is absent from work for an illness or life event, they will con nue to 
receive full compensa on for the first three months of their absence from work with 
proper documenta on. 

 A er three months have passed and if the employee can s ll not return to work, their 
compensa on will be reduced by fi y percent for months four through six, with 
con nued proper documenta on.   

 At the end of six months, if the employee is unable to return to work, their employment 
at St. John’s will be terminated.  

It is the employee’s responsibility to keep the Lead Pastor updated on their situa on, including 
providing medical documenta on of their health status. 
 
Parental Leave 
When an employee is blessed with the birth or adop on of a new child into their family, they will be 
given 8 weeks leave with full pay and benefits. 
   
EMPLOYMENT POLICIES 
Job Descrip ons  

St. John’s makes every effort to create and maintain accurate job descrip ons for all posi ons 
within the organiza on. Each descrip on includes sec ons for posi on type and expecta on of hours 
worked per week, a job summary, essen al du es and responsibili es, required skills and qualifica ons 
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(including educa on and/or experience, any cer fica on required, musical, technical, or leadership skills 
required).  

Job descrip ons are used to help employees understand their job du es and to set standards for 
employee performance evalua ons. Job descrip ons are also used to iden fy the requirements of each 
posi on, establish hiring criteria, and establish a basis for making reasonable accommoda ons for 
individuals with disabili es. The Council and Execu ve Team prepare job descrip ons when new 
posi ons are created. Exis ng job descrip ons are also reviewed and revised in order to ensure they are 
up to date. Job descrip ons may also be rewri en periodically to reflect any changes in the posi on’s 
du es and responsibili es. Employees can be helpful by making sure that their job descrip on accurately 
reflect the work that is done. Job descrip ons do not necessarily cover every task or duty that the 
employee may be assigned to and that addi onal responsibili es may be assigned as necessary. Please 
contact the Lead Pastor or Execu ve Team if there are ques ons or concerns about a job descrip on. 
 
 
Staff Repor ng Lines 

 
 
Introductory Period 

All new employees of St. John’s will meet with the Lead Pastor at the 30, 60 and 90 day points to 
review their job descrip on and reflect on their beginning at St. John’s.   
 
Performance Evalua on  

The best communica ons about job performance happen on an informal, day-to-day basis. 
Employees are encouraged to talk about performance regularly as needed. 

In addi on, St. John’s wants to ensure that employees have scheduled, formal performance 
evalua ons. These discussions are the opportunity to discuss job responsibili es and goals, encourage 
and recognize strengths, iden fy and correct any weaknesses, develop plans for dealing with any 
obstacles, and plan for the future. Formal performance evalua ons are scheduled annually and will be 



9 
 

completed by the Lead Pastor then reviewed by the Execu ve Team.  There will also be a por on of the 
annual evalua on that is self-reflec on by the employee.  The Lead Pastor will meet with each employee 
to review the annual evalua on. 

Copies of the annual evalua on will be given to the employee and also kept in the employee’s 
file. 
 
Confiden ality of Employee Personnel Files  

Employee records are maintained in the church office.  Individual files will contain employee 
informa on as well as performance evalua ons.  

When an employee of St. John’s is required to manage various church records and files that 
include personal informa on regarding congrega onal members, privacy and confiden ality of such 
records are to be maintained at all mes. Any breach of the privacy and confiden ality of records and 
files will be addressed with the employee and will involve the employee, the Lead Pastor and/or the 
Execu ve Team.  Consequences up to termina on will be decided at that me. 

Requests for a reference from en es such as a credit agency, prospec ve landlord, prospec ve 
employer, etc., concerning employment at St. John’s will be limited to the following informa on: verify 
the dates of employment, salary and the posi on(s) the employee has held.  
 
WORKPLACE SAFETY 

It is the policy of St. John’s to make every effort to maintain a safe and healthy working 
environment. Employee concerns about safety or working condi ons should be forwarded to the Lead 
Pastor or the Execu ve Team. 
 
Building Access 

Employees having keys to St. John’s facili es are expected to use them in a responsible manner. 
While St. John’s encourages an “open door” policy to its congrega on and members of the community, 
every effort must be made to ensure the safety and security of employees on the church and school 
premises at all mes.  During school hours, building security is a priority and the policies of The 
Children’s Garden should be followed at all mes.   Any lost keys need to be reported immediately to the 
Lead Pastor and the church secretary, and all keys must be returned when your employment with St. 
John’s ends.  
 
Smoking/Vaping Policy  

St. John’s maintains a smoke/vape-free environment in all buildings and facili es for employees, 
members, and visitors.  
 
Drug and Alcohol-Free Workplace 

It is the policy of St. John’s to provide employees with a safe and healthy working environment, 
one that is free from the problems associated with the use and abuse of alcohol and illegal drugs 
(including abuse of prescrip on medica on). The abuse, sale, unlawful possession, distribu on, transfer 
or manufacture of drugs, intoxicants or a controlled substance on church property or other work sites 
where employees may be assigned or elsewhere during working hours is strictly prohibited. Employees 
are also expected to report to work and conduct all work-related ac vi es free from the effects of 
alcohol and illegal drugs. Employees who violate the drug and alcohol policy will be removed from the 
workplace immediately and face disciplinary ac on up to and including termina on. However, an 
employee voluntarily admi ng alcohol and/or drug dependency may, at the church’s discre on, be given 
a leave of absence for substance abuse assistance or to a end a rehabilita on program. 
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Workers’ Compensa on  

Workers’ compensa on covers injuries or illnesses sustained in the course of employment that 
require medical, surgical, or hospital treatment. Subject to the applicable legal requirements, this 
program provides benefits a er a short wai ng period or in the event of hospitaliza on, immediately. 

 It is cri cal that the employee informs the pastor(s) immediately about any work-related 
injury or illness, regardless of how minor it may appear at the me. Submit the “Report 
of Work-Related Injury Form” (Appendix C.6) as soon as possible to the pastor. 
Immediate repor ng ensures that, if eligible, the employee qualifies for workers’ 
compensa on benefits as quickly as possible and also allows St. John’s to inves gate the 
ma er promptly. 

 While on an approved leave due to a work-related injury or illness, the employee’s 
posi on may or may not con nue to be held open for the employee. This decision will 
be made on a case-by-case basis by the pastor(s) upon recommenda on from the 
supervising commi ee chair. The employee may be eligible for paid leave through the 
Long-Term Leave Policy. 

 
Visitors to the Church Grounds 

It is the policy of St. John’s to provide for the safety and security of employees and members and 
also to prac ce good stewardship of the facili es at St. John’s. As such, care must be taken regarding the 
flow of visitors throughout the church building, the church office building and The Children’s Garden. 
Controlling unauthorized visitors helps maintain safety standards, protects against the , ensures security 
of equipment, protects confiden al informa on, safeguards employee welfare and avoids poten al 
distrac ons and disturbances.   

During the school day, the safety and security of our school is of highest importance.  All outside 
doors should remain locked except for the outer church office entrance (unless the school is placed on a 
lockdown, then all entrances shall be locked un l the lockdown is li ed).   Employees are not to place 
themselves in peril. If employees sense a problem with a stranger, they should excuse themselves 
immediately and seek a safe place from which to call for help.  Further training from The Children’s 
Garden regarding their safety plan might be required depending on the posi on. 
 
WORKING TOGETHER  

We consider all people to be God’s valuable assets. Every employee represents St. John’s to our 
membership and the public. The way we do our jobs presents an image of our church and our Lord. 
People judge all of us by how they are treated with each employee contact. Therefore, one of our first 
priori es is to assist any person. Nothing is more important than being courteous, friendly, helpful, and 
prompt in the a en on you give to those who approach us with ques ons or needs.  
 
Standards of Conduct 

All employee contacts with the public and all communica ons sent to the congrega on and/or 
the public should reflect the highest level of professionalism. Posi ve rela ons not only enhance the 
public’s percep on or image of St. John’s, but also demonstrate our love for God and all people. St. 
John’s expects all employees to perform their job du es in a sa sfactory manner. Employees are to 
conduct themselves in an appropriate, professional manner, both in the church building itself and in 
situa ons outside of church while ac ng as its representa ve. In general, the use of good judgment, 
based on high ethical and biblical principles, will guide employees with respect to lines of acceptable 
conduct.  
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If a situa on arises where it is difficult to determine the proper course of ac on, the ma er 
should be discussed openly with the pastor(s) and, if necessary, with the Execu ve Team.   
 
Workplace E que e 

It is the policy of St. John’s to maintain a posi ve work environment where employees treat each 
other with respect and courtesy. When an employee’s behavior in the workplace is disrup ve or 
annoying to others it should be addressed by politely talking with the co-worker to bring the perceived 
problem to their a en on. St. John’s encourages all employees to keep an open mind and graciously 
accept construc ve feedback or a request to change behavior that may be affec ng another employee’s 
ability to concentrate and be produc ve. Disputes should be handled using biblical principles, bringing 
the problem to the a en on of the individual first. If necessary, employees will meet with the Lead 
Pastor and/or the Execu ve Team for conflict resolu on.  

In the event that the problem is not resolved a er mee ng with the Lead Pastor and/or the 
Execu ve Team, disciplinary ac on may be taken. 
 
 Inappropriate Conduct  

If employees fail to perform their job du es or conducts themselves in an unacceptable or 
inappropriate manner, they are subject to discipline, up to and including termina on of employment. 
The following are some specific examples of inappropriate conduct. This list is not, however, all inclusive:  

 Using, possessing, distribu ng, or coming to work under the influence of alcohol or 
illegal drugs. 

 Possession of firearms or weapons of any kind while at work unless authorized by 
Congrega on Council. 

 The , misappropria on, misuse, unauthorized disclosure, or other abuse of the property 
or confiden al informa on of the church, its members, vendors, or employees.  

 Ac ng in a discourteous, threatening, abusive, or harassing manner against church 
employees, members, or vendors.  

 Insubordina on, including failure to follow appropriate instruc ons regarding job-
related ma ers. 

  Excessive, unexplained, or unauthorized absenteeism or tardiness. 
  Illegal gambling or solicita on of illegal gambling on church property. 
  Dishonesty, including but not limited to verbal dishonesty, falsifica on of business or 

employment-related records, misuse of funds, and unauthorized use or taking of 
resources or property of the church. 

 
Resolving Problems  

We encourage prompt and fair resolu on of employees' work-related concerns or problems and 
recognize the value of open communica ons in which any problem, complaint, sugges on, or ques on 
receives a mely response. If an employee disagrees with established rules of conduct, policies, or 
prac ces, they can express their concern through the problem resolu on procedure described below. No 
employee will be penalized, formally or informally, for voicing a complaint with St. John’s in a reasonable 
and professional manner. 

 1. If an employee faces a work-related problem, raise the ini ally issue with the Lead Pastor or 
the Council President. 

 2. If the employee is unable to resolve the issue with the Lead Pastor or the Council President, 
the employee may raise the issue with the Execu ve Team. 
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 3. If the employee believes the problem or issue has s ll not been effec vely resolved, the 
Execu ve Team may refer the situa on in wri ng to the Congrega on Council. 

 If an employee disagrees with or has a sugges on regarding any employment policies at St. 
John’s, the employee is to discuss the issue(s) with the Lead Pastor or the Execu ve Team.  If a policy 
change appears warranted, the Execu ve Team will submit a wri en recommenda on to the 
Congrega on Council. 
 
Statements to the Media 

All external or news media inquiries regarding the posi on of St. John’s as to any issues must be 
referred to the Lead Pastor.  Only the pastors or designee is authorized to make or approve public 
statements on behalf of St. John’s.  No employees, unless specifically designated, are authorized to make 
statements on behalf of St. John’s. Any employee wishing to write and/or publish an ar cle, paper, or 
other publica on on behalf of St. John’s must first obtain approval from the Lead Pastor or Congrega on 
Council. 
 
Use of Equipment  

Equipment essen al in accomplishing job du es is o en expensive and may be difficult to 
replace. When using St. John’s property, you are expected to exercise care, perform required 
maintenance, and follow all opera ng instruc ons, safety standards, and guidelines. St. John’s 
equipment should not be borrowed for personnel use without permission from the pastor(s).  If 
individuals use their own equipment for the work of the church, neither St. John’s nor its members are 
responsible for any damage that may occur.  

You should no fy the pastor(s) if any equipment, machines or tools appear to be damaged, 
defec ve, or in need of repair. Prompt repor ng of damages and the need for repairs could prevent 
deteriora on of equipment and possible injury to employees or others. The improper, careless, 
negligent, destruc ve, or unsafe use or opera on of equipment may result in disciplinary ac on up to 
and including termina on of employment. 
 
Electronic Media Policy  

This policy, which applies to all St. John’s employees, is intended to assist employees in making 
responsible decisions about use of electronic media. Employees are responsible for ensuring that all 
informa on they share in work-related Internet discussion groups, chat rooms, blogs, or social 
networking sites (Facebook, Twi er, Instagram, etc.) is accurate, and that any personal opinions they 
express are clearly iden fied as personal and not a ributed to St. John’s.  
Our Electronic Media Policy includes the following:  

 St. John’s will not list the private addresses, phone numbers, email addresses, social 
media accounts, or other personal accounts of our members and staff on our electronic 
media, unless publica on of that informa on is requested by the individual(s) in 
ques on. 

 Staff members may have church domain-based email provided to them so they may 
conduct church business while respec ng their privacy.  St. John’s IT will provide those 
when requested.  When employment is ended for any reason, access to St. John’s 
domain-based emails will be stopped as well. 

 Minors appearing in any pictures, graphics, or other images, will not be iden fied by full  
name. In addi on, minor(s) and their parents/legal guardians may request that the 
images be removed at any me by making the request to the church office and we will 
seek to comply with that request within 72 hours of receiving no fica on. 
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 Adults who appear in images will not be iden fied by full name, unless verbal 
permission has been given to include their name. If any adult chooses to have his or her 
image removed, they may request that the image(s) be removed at any me by making 
the request to the church office. We will seek to comply with that request within 72 
hours of receiving no fica on. Adults who prefer their photos not to be used on 
electronic media should make their request in wri ng to the church office. 

 This policy applies only to St. John’s electronic media. Electronic media may contain 
hyperlinks to electronic media that are not managed by St. John’s. These links are for 
your reference and convenience and are not run by St. John’s. St. John’s is not 
responsible for the data prac ces of electronic media not operated by St. John’s. 

 
Guidelines for Employees’ use of Electronic Media include the following:  

 The public in general, and St. John’s employees and members, reflect a diverse set of 
customs, values and points of view. Don't say anything contradictory or in conflict with 
the St. John’s website. Don't be afraid to be yourself, but do so respec ully. Always be 
fair and courteous. This includes not only the obvious (no ethnic slurs, offensive 
comments, defamatory comments, personal insults, obscenity, etc.) but also proper 
considera on of privacy and of topics that may be considered objec onable or 
inflammatory - such as poli cs. Use your best judgment and be sure to make it clear that 
the views and opinions expressed are yours alone and do not represent the official views 
of St. John’s unless you are commen ng or pos ng in an official capacity as a spokesman 
for the congrega on. 

 Do not post anything that would be considered embarrassing, objec onable or hur ul to 
anyone in the post. 

  Maintain confiden ality. Never divulge informa on that would be considered 
confiden al. This includes names, addresses, and contact informa on for individuals 
unless wri en permission is on file.  

 Be honest and accurate. Make sure that posted informa on or news is honest and 
accurate, and if a mistake is made, make sure that it is corrected quickly. Be open about 
any previous posts that have been altered. 

  The speed of being able to publish your thoughts is both a great feature and a great 
downfall of social media. The me to edit or reflect must be self-imposed. If in doubt 
over a post, or if something does not feel right, either let it sit and look at it again before 
publishing it, or ask someone else to look at it first. Quality ma ers.  

 
 
ENDING THE EMPLOYMENT RELATIONSHIP  

The reasons for ending the employment rela onship are o en rou ne. These are some common 
circumstances for ending employment:  

 Resigna on – voluntary termina on of employment ini ated by an employee 
 Discharge – involuntary termina on of employment ini ated by St. John’s 
 Layoff – involuntary employment termina on ini ated by St. John’s for non-disciplinary 

reasons 
 Re rement – voluntary termina on of employment ini ated by the employee mee ng 

age, length of service, and any other criteria for re rement.  
Since employment with St. John’s is based on mutual consent, either you or St. John’s have the 

right to terminate the employment rela onship at will, with or without cause or advance no ce at any 
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me. Employees who choose to resign are requested to give at least two weeks' no ce. We will generally 
schedule an exit interview with the Lead Pastor and/or a member of the Execu ve Team. This is an 
opportunity for the employee to share any sugges ons, complaints or ques ons. This is also the me to 
return any keys or St. John’s-owned property if it hasn’t already been done.  
 
Unemployment Compensa on 
  St. John’s employees are not covered by unemployment compensa on insurance. Therefore, 
upon termina on of their employment, they are not eligible to collect unemployment insurance 
benefits. 
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Welcome 
Welcome to St. John’s Lutheran Church, a congrega on of the Evangelical Lutheran Church in 

America!  We are a congrega on of God’s people doing God’s work in this me and place.  As an 
employee of St. John’s, you are an important part of our ministry team.  This handbook is meant to help 
you understand more about your role as an employee of the church. 
 
Mission Statement 

Our mission statement is Grow in faith, Share God’s love, Serve others.  Everything that we do as 
a congrega on is meant to be a reflec on of that mission and it is important to measure our work 
against it.  We are commi ed to a life of worship, service, and grace in this place.  We use our me, 
talents and treasures to help do ministry together.   
 
Important No ce about this Handbook 

This handbook is designed to provide employees with informa on about condi ons of 
employment, employee benefits, and important employment policies. These policies are published to 
provide a convenient resource for all employees, to assist in the orienta on of new employees, and to 
promote consistency in the administra on of the services provided by the church. Employees are 
expected to read, understand, and comply with all provisions in this document. This handbook 
summarizes the policies and prac ces in effect at the me of its approval by Council, and it supersedes 
all previously issued handbooks and any policy that is inconsistent with the policies described here. 

No set of personnel policies can an cipate every circumstance or ques on or summarize every 
policy, and the need may arise for us to revise, add or cancel policies, at which me the Congrega on 
Council (Council) of St. John’s has the authority to make changes without prior no ce. In addi on, St. 
John’s may deviate from its stated policies at its sole discre on as individual circumstances warrant. 
 
 
CONDTITIONS OF EMPLOYMENT 
At-Will Employment  

This handbook is not a contract, expressed or implied, nor does it guarantee employment for any 
specific length of me. Although we hope our employment rela onship will be long term, every non-
ordained employee of St. John’s is an at-will employee. That means that either St. John’s or the 
employee may end the employment rela onship at any me, with or without no ce and with or without 
reason. 
 
Keeping our Children Safe:  Clearances and Criminal Background Checks 

This congrega on’s ministry with children and youth begins by striving to provide a safe 
environment with caring and effec ve leaders. To protect the safety of our children and youth, and in 
compliance with Pennsylvania law, all employees will be screened for their eligibility to work with 
children and youth and must submit the mandated clearances: 

 Pennsylvania State Police Criminal Record Check: h ps://epatch.state.pa.us/Home.jsp 
 Pennsylvania State Child Abuse History Clearance: 

h ps://www.compass.state.pa.us/cwis/public/home 
 Federal Criminal History Report, which includes submission of the individual’s 

fingerprints    h ps://www.identogo.com/loca ons/pennsylvania 
 Na onal Sex Offender Registry -

h ps://www.dhs.pa.gov/KeepKidsSafe/Resources/Documents/NSOR.APPLICATION.05.02
.22.pdf 
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All employees must keep these clearances current by renewing them every five years.  St. John’s 
will pay/reimburse for the cost of clearances.   
 
Policy Against Harassment  

The church will not tolerate any form of discrimina on or harassment including sexual 
harassment or hazing. It is important for you to understand that jokes, stories, cartoons, nicknames and 
comments about appearance may be offensive to others. It is our policy to strictly prohibit any conduct 
that may cons tute sexual harassment or other unlawful harassment and to discipline any employee 
guilty of such conduct.  

Sexual harassment is o en difficult to define. Such conduct has the purpose or effect of 
substan ally interfering with an individual’s work performance or creates an in mida ng, hos le or 
offensive working environment. This includes many forms of offensive behavior. However, as a guide, the 
following behavior may cons tute harassment:  

 Unwelcome sexual flirta on, advances or proposi ons; 
 Verbal comments related to an individual’s age, race, gender, color, religion, na onal 

origin, disability, or sexual orienta on; 
 Displaying cartoons or telling jokes which relate to an individual’s age, race, gender, 

color, religion, na onal origin, disability or sexual orienta on; 
 Explicit or degrading verbal comments about another individual or his/her appearance;  
 The display of sexually sugges ve pictures or objects in any workplace loca on, including 

transmission or display via computer;  
 Physical conduct that includes touching, assaul ng, impeding or blocking movements; 
 Offering employment benefits in exchange for sexual favors;  
 Making or threatening reprisals a er a nega ve response to sexual advances. 

 
  It is the responsibility of each member of the work team to create an atmosphere free of 
harassment. In addi on, it is the responsibility of each employee to respect the rights of other 
employees. This policy encourages any witness of an incident of harassment to report such incident 
immediately. All reasonable efforts will be made to protect the confiden ality of the individual repor ng 
the incident. If you believe that you are being subjected to harassment, you should:  

 If you feel able to do so, tell the harasser that his or her ac ons are not welcome and 
that they must stop, and  

 Immediately report the incident to the Lead Pastor or a member of the Execu ve Team. 
A report of any type of harassment will be treated seriously, and a thorough 
inves ga on will be conducted. An employee who files a complaint will be treated fairly 
and courteously at all mes, and will not be retaliated against for making such report. 
Confiden ality will be honored for all par es involved to the degree possible. The 
employee(s) involved will be informed regarding the findings of the inves ga on and any 
disciplinary ac on to be taken.  

 
Prohibi on of Threats and Violence 
  It is the policy of St. John’s that there will be zero tolerance for violence. No weapons are 
allowed on the premises and no threats or talk of violence will be tolerated. All poten ally dangerous 
situa ons, including threats by co-workers, should be reported immediately to the Lead Pastor or the 
Execu ve Team.   Reports of threats will be confiden al to the extent that maintaining confiden ality 
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does not impede the ability to inves gate and respond to the complaints. All threats will be promptly 
inves gated. All employees must cooperate with all inves ga ons. No employee will be subjected to 
retalia on, in mida on or disciplinary ac on as a result of repor ng a threat in good faith under this 
policy.  

If St. John’s determines, a er an appropriate good faith inves ga on, that someone has violated 
this policy, St. John’s will take swi  and appropriate correc ve ac on. In addi on to the appropriate 
disciplinary ac on, the employee and/or other par es involved may be subject to criminal proceedings 
as appropriate. If you are the recipient of a threat made by an outside party, please follow the steps 
detailed in this sec on. It is important to be aware of any poten al danger in the workplace. We want to 
take effec ve measures to protect everyone from the threat of a violent act by an employee or by 
anyone else. 
 
EMPLOYEE BENEFITS 
Employee Pay 

Employees are paid bi-weekly. 
 Social Security and Medicare Taxes: St. John’s makes contribu ons for its lay employees 

as required of employers under the Federal Insurance Contribu on Act (FICA). 
 Unemployment Compensa on: St. John’s employees are not covered by unemployment 

compensa on insurance. Therefore, upon termina on of their employment, they are 
not eligible to collect unemployment insurance benefits 

 
Reimbursement for Approved Business Expenses 

 Employees of St. John’s who are required to expend funds in connec on with the performance 
of their work will be reimbursed for expenses that have been pre-approved by the Lead Pastor. 
 
Credit Card Use 

Any employees of St. John’s that are issued a church credit card shall only use the card for 
approved expenses and shall have a receipt for all purchases.  Any personal or nonapproved expenses 
will be reimbursed by the employee to St. John’s within 30 days of purchase.  If there is con nued 
misuse of the credit card, discipline up to and including termina on will occur.   
 
Vaca ons  

All employees of St. John’s are given me off as allo ed in their job descrip on.  All vaca on 
me taken shall be approved by the Lead Pastor.  All vaca on me shall be recorded.  If more me is 

needed than allo ed in the job descrip on, then the me off shall be unpaid for the remainder of the 
calendar year.  All vaca on requests should be made at least one month prior to scheduled days off. 
 
Holidays  

It is the policy of St. John’s that the Church office will be closed on the following holidays:  
 New Year’s Day (January 1) 
 Presidents’ Day (February) 
 Monday following Easter Sunday 
 Memorial Day (May) 
 Juneteenth (June 19th) 
 Independence Day (July 4th) 
 Labor Day (September) 
 Indigenous People’s Day (October) 
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 Thanksgiving (Wednesday – Friday) 
 Christmas (week between Christmas and New Year) 

Other days may be added at the discre on of the Lead Pastor. 
 
LEAVE POLICIES 
Jury or Witness Duty  

St. John’s encourages its employees to fulfill this civic responsibility by serving on jury duty when 
required. St. John’s will also provide witness duty me off to employees who receive a subpoena or 
summons to tes fy in court.  

 The jury/witness summons should be shown to the Lead Pastor as soon as possible so 
that arrangements can be made to accommodate your possible absence from work.  

 Employees are expected to report for work whenever the court schedule permits.  
 If summoned by St. John’s to tes fy, the employee will receive me off for the period of 

witness duty. 
 
Military Leave 

St. John’s complies with applicable state and federal law concerning leaves for military service. 
Absences should be discussed with the Lead Pastor well in advance of leaving for training or ac ve duty.  
 
Sick Leave 

 It is the policy of St. John’s that sick leave requiring an extended absence of longer than one 
week must be reviewed and approved by the Lead Pastor and/or Execu ve Team.   The employee must 
inform the Lead Pastor of the need for sick leave.  
Long-Term Leave  

When an employee can no longer perform their employment du es at St. John’s due to a 
medical illness or other life event, the following progression will be in effect. 

 If the employee is absent from work for an illness or life event, they will con nue to 
receive full compensa on for the first three months of their absence from work with 
proper documenta on. 

 A er three months have passed and if the employee can s ll not return to work, their 
compensa on will be reduced by fi y percent for months four through six, with 
con nued proper documenta on.   

 At the end of six months, if the employee is unable to return to work, their employment 
at St. John’s will be terminated.  

It is the employee’s responsibility to keep the Lead Pastor updated on their situa on, including 
providing medical documenta on of their health status. 
 
Parental Leave 
When an employee is blessed with the birth or adop on of a new child into their family, they will be 
given 8 weeks leave with full pay and benefits. 
   
EMPLOYMENT POLICIES 
Job Descrip ons  

St. John’s makes every effort to create and maintain accurate job descrip ons for all posi ons 
within the organiza on. Each descrip on includes sec ons for posi on type and expecta on of hours 
worked per week, a job summary, essen al du es and responsibili es, required skills and qualifica ons 
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(including educa on and/or experience, any cer fica on required, musical, technical, or leadership skills 
required).  

Job descrip ons are used to help employees understand their job du es and to set standards for 
employee performance evalua ons. Job descrip ons are also used to iden fy the requirements of each 
posi on, establish hiring criteria, and establish a basis for making reasonable accommoda ons for 
individuals with disabili es. The Council and Execu ve Team prepare job descrip ons when new 
posi ons are created. Exis ng job descrip ons are also reviewed and revised in order to ensure they are 
up to date. Job descrip ons may also be rewri en periodically to reflect any changes in the posi on’s 
du es and responsibili es. Employees can be helpful by making sure that their job descrip on accurately 
reflect the work that is done. Job descrip ons do not necessarily cover every task or duty that the 
employee may be assigned to and that addi onal responsibili es may be assigned as necessary. Please 
contact the Lead Pastor or Execu ve Team if there are ques ons or concerns about a job descrip on. 
 
 
Staff Repor ng Lines 

 
 
Introductory Period 

All new employees of St. John’s will meet with the Lead Pastor at the 30, 60 and 90 day points to 
review their job descrip on and reflect on their beginning at St. John’s.   
 
Performance Evalua on  

The best communica ons about job performance happen on an informal, day-to-day basis. 
Employees are encouraged to talk about performance regularly as needed. 

In addi on, St. John’s wants to ensure that employees have scheduled, formal performance 
evalua ons. These discussions are the opportunity to discuss job responsibili es and goals, encourage 
and recognize strengths, iden fy and correct any weaknesses, develop plans for dealing with any 
obstacles, and plan for the future. Formal performance evalua ons are scheduled annually and will be 
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completed by the Lead Pastor then reviewed by the Execu ve Team.  There will also be a por on of the 
annual evalua on that is self-reflec on by the employee.  The Lead Pastor will meet with each employee 
to review the annual evalua on. 

Copies of the annual evalua on will be given to the employee and also kept in the employee’s 
file. 
 
Confiden ality of Employee Personnel Files  

Employee records are maintained in the church office.  Individual files will contain employee 
informa on as well as performance evalua ons.  

When an employee of St. John’s is required to manage various church records and files that 
include personal informa on regarding congrega onal members, privacy and confiden ality of such 
records are to be maintained at all mes. Any breach of the privacy and confiden ality of records and 
files will be addressed with the employee and will involve the employee, the Lead Pastor and/or the 
Execu ve Team.  Consequences up to termina on will be decided at that me. 

Requests for a reference from en es such as a credit agency, prospec ve landlord, prospec ve 
employer, etc., concerning employment at St. John’s will be limited to the following informa on: verify 
the dates of employment, salary and the posi on(s) the employee has held.  
 
WORKPLACE SAFETY 

It is the policy of St. John’s to make every effort to maintain a safe and healthy working 
environment. Employee concerns about safety or working condi ons should be forwarded to the Lead 
Pastor or the Execu ve Team. 
 
Building Access 

Employees having keys to St. John’s facili es are expected to use them in a responsible manner. 
While St. John’s encourages an “open door” policy to its congrega on and members of the community, 
every effort must be made to ensure the safety and security of employees on the church and school 
premises at all mes.  During school hours, building security is a priority and the policies of The 
Children’s Garden should be followed at all mes.   Any lost keys need to be reported immediately to the 
Lead Pastor and the church secretary, and all keys must be returned when your employment with St. 
John’s ends.  
 
Smoking/Vaping Policy  

St. John’s maintains a smoke/vape-free environment in all buildings and facili es for employees, 
members, and visitors.  
 
Drug and Alcohol-Free Workplace 

It is the policy of St. John’s to provide employees with a safe and healthy working environment, 
one that is free from the problems associated with the use and abuse of alcohol and illegal drugs 
(including abuse of prescrip on medica on). The abuse, sale, unlawful possession, distribu on, transfer 
or manufacture of drugs, intoxicants or a controlled substance on church property or other work sites 
where employees may be assigned or elsewhere during working hours is strictly prohibited. Employees 
are also expected to report to work and conduct all work-related ac vi es free from the effects of 
alcohol and illegal drugs. Employees who violate the drug and alcohol policy will be removed from the 
workplace immediately and face disciplinary ac on up to and including termina on. However, an 
employee voluntarily admi ng alcohol and/or drug dependency may, at the church’s discre on, be given 
a leave of absence for substance abuse assistance or to a end a rehabilita on program. 
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Workers’ Compensa on  

Workers’ compensa on covers injuries or illnesses sustained in the course of employment that 
require medical, surgical, or hospital treatment. Subject to the applicable legal requirements, this 
program provides benefits a er a short wai ng period or in the event of hospitaliza on, immediately. 

 It is cri cal that the employee informs the pastor(s) immediately about any work-related 
injury or illness, regardless of how minor it may appear at the me. Submit the “Report 
of Work-Related Injury Form” (Appendix C.6) as soon as possible to the pastor. 
Immediate repor ng ensures that, if eligible, the employee qualifies for workers’ 
compensa on benefits as quickly as possible and also allows St. John’s to inves gate the 
ma er promptly. 

 While on an approved leave due to a work-related injury or illness, the employee’s 
posi on may or may not con nue to be held open for the employee. This decision will 
be made on a case-by-case basis by the pastor(s) upon recommenda on from the 
supervising commi ee chair. The employee may be eligible for paid leave through the 
Long-Term Leave Policy. 

 
Visitors to the Church Grounds 

It is the policy of St. John’s to provide for the safety and security of employees and members and 
also to prac ce good stewardship of the facili es at St. John’s. As such, care must be taken regarding the 
flow of visitors throughout the church building, the church office building and The Children’s Garden. 
Controlling unauthorized visitors helps maintain safety standards, protects against the , ensures security 
of equipment, protects confiden al informa on, safeguards employee welfare and avoids poten al 
distrac ons and disturbances.   

During the school day, the safety and security of our school is of highest importance.  All outside 
doors should remain locked except for the outer church office entrance (unless the school is placed on a 
lockdown, then all entrances shall be locked un l the lockdown is li ed).   Employees are not to place 
themselves in peril. If employees sense a problem with a stranger, they should excuse themselves 
immediately and seek a safe place from which to call for help.  Further training from The Children’s 
Garden regarding their safety plan might be required depending on the posi on. 
 
WORKING TOGETHER  

We consider all people to be God’s valuable assets. Every employee represents St. John’s to our 
membership and the public. The way we do our jobs presents an image of our church and our Lord. 
People judge all of us by how they are treated with each employee contact. Therefore, one of our first 
priori es is to assist any person. Nothing is more important than being courteous, friendly, helpful, and 
prompt in the a en on you give to those who approach us with ques ons or needs.  
 
Standards of Conduct 

All employee contacts with the public and all communica ons sent to the congrega on and/or 
the public should reflect the highest level of professionalism. Posi ve rela ons not only enhance the 
public’s percep on or image of St. John’s, but also demonstrate our love for God and all people. St. 
John’s expects all employees to perform their job du es in a sa sfactory manner. Employees are to 
conduct themselves in an appropriate, professional manner, both in the church building itself and in 
situa ons outside of church while ac ng as its representa ve. In general, the use of good judgment, 
based on high ethical and biblical principles, will guide employees with respect to lines of acceptable 
conduct.  
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If a situa on arises where it is difficult to determine the proper course of ac on, the ma er 
should be discussed openly with the pastor(s) and, if necessary, with the Execu ve Team.   
 
Workplace E que e 

It is the policy of St. John’s to maintain a posi ve work environment where employees treat each 
other with respect and courtesy. When an employee’s behavior in the workplace is disrup ve or 
annoying to others it should be addressed by politely talking with the co-worker to bring the perceived 
problem to their a en on. St. John’s encourages all employees to keep an open mind and graciously 
accept construc ve feedback or a request to change behavior that may be affec ng another employee’s 
ability to concentrate and be produc ve. Disputes should be handled using biblical principles, bringing 
the problem to the a en on of the individual first. If necessary, employees will meet with the Lead 
Pastor and/or the Execu ve Team for conflict resolu on.  

In the event that the problem is not resolved a er mee ng with the Lead Pastor and/or the 
Execu ve Team, disciplinary ac on may be taken. 
 
 Inappropriate Conduct  

If employees fail to perform their job du es or conducts themselves in an unacceptable or 
inappropriate manner, they are subject to discipline, up to and including termina on of employment. 
The following are some specific examples of inappropriate conduct. This list is not, however, all inclusive:  

 Using, possessing, distribu ng, or coming to work under the influence of alcohol or 
illegal drugs. 

 Possession of firearms or weapons of any kind while at work unless authorized by 
Congrega on Council. 

 The , misappropria on, misuse, unauthorized disclosure, or other abuse of the property 
or confiden al informa on of the church, its members, vendors, or employees.  

 Ac ng in a discourteous, threatening, abusive, or harassing manner against church 
employees, members, or vendors.  

 Insubordina on, including failure to follow appropriate instruc ons regarding job-
related ma ers. 

  Excessive, unexplained, or unauthorized absenteeism or tardiness. 
  Illegal gambling or solicita on of illegal gambling on church property. 
  Dishonesty, including but not limited to verbal dishonesty, falsifica on of business or 

employment-related records, misuse of funds, and unauthorized use or taking of 
resources or property of the church. 

 
Resolving Problems  

We encourage prompt and fair resolu on of employees' work-related concerns or problems and 
recognize the value of open communica ons in which any problem, complaint, sugges on, or ques on 
receives a mely response. If an employee disagrees with established rules of conduct, policies, or 
prac ces, they can express their concern through the problem resolu on procedure described below. No 
employee will be penalized, formally or informally, for voicing a complaint with St. John’s in a reasonable 
and professional manner. 

 1. If an employee faces a work-related problem, raise the ini ally issue with the Lead Pastor or 
the Council President. 

 2. If the employee is unable to resolve the issue with the Lead Pastor or the Council President, 
the employee may raise the issue with the Execu ve Team. 
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 3. If the employee believes the problem or issue has s ll not been effec vely resolved, the 
Execu ve Team may refer the situa on in wri ng to the Congrega on Council. 

 If an employee disagrees with or has a sugges on regarding any employment policies at St. 
John’s, the employee is to discuss the issue(s) with the Lead Pastor or the Execu ve Team.  If a policy 
change appears warranted, the Execu ve Team will submit a wri en recommenda on to the 
Congrega on Council. 
 
Statements to the Media 

All external or news media inquiries regarding the posi on of St. John’s as to any issues must be 
referred to the Lead Pastor.  Only the pastors or designee is authorized to make or approve public 
statements on behalf of St. John’s.  No employees, unless specifically designated, are authorized to make 
statements on behalf of St. John’s. Any employee wishing to write and/or publish an ar cle, paper, or 
other publica on on behalf of St. John’s must first obtain approval from the Lead Pastor or Congrega on 
Council. 
 
Use of Equipment  

Equipment essen al in accomplishing job du es is o en expensive and may be difficult to 
replace. When using St. John’s property, you are expected to exercise care, perform required 
maintenance, and follow all opera ng instruc ons, safety standards, and guidelines. St. John’s 
equipment should not be borrowed for personnel use without permission from the pastor(s).  If 
individuals use their own equipment for the work of the church, neither St. John’s nor its members are 
responsible for any damage that may occur.  

You should no fy the pastor(s) if any equipment, machines or tools appear to be damaged, 
defec ve, or in need of repair. Prompt repor ng of damages and the need for repairs could prevent 
deteriora on of equipment and possible injury to employees or others. The improper, careless, 
negligent, destruc ve, or unsafe use or opera on of equipment may result in disciplinary ac on up to 
and including termina on of employment. 
 
Electronic Media Policy  

This policy, which applies to all St. John’s employees, is intended to assist employees in making 
responsible decisions about use of electronic media. Employees are responsible for ensuring that all 
informa on they share in work-related Internet discussion groups, chat rooms, blogs, or social 
networking sites (Facebook, Twi er, Instagram, etc.) is accurate, and that any personal opinions they 
express are clearly iden fied as personal and not a ributed to St. John’s.  
Our Electronic Media Policy includes the following:  

 St. John’s will not list the private addresses, phone numbers, email addresses, social 
media accounts, or other personal accounts of our members and staff on our electronic 
media, unless publica on of that informa on is requested by the individual(s) in 
ques on. 

 Staff members may have church domain-based email provided to them so they may 
conduct church business while respec ng their privacy.  St. John’s IT will provide those 
when requested.  When employment is ended for any reason, access to St. John’s 
domain-based emails will be stopped as well. 

 Minors appearing in any pictures, graphics, or other images, will not be iden fied by full  
name. In addi on, minor(s) and their parents/legal guardians may request that the 
images be removed at any me by making the request to the church office and we will 
seek to comply with that request within 72 hours of receiving no fica on. 
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 Adults who appear in images will not be iden fied by full name, unless verbal 
permission has been given to include their name. If any adult chooses to have his or her 
image removed, they may request that the image(s) be removed at any me by making 
the request to the church office. We will seek to comply with that request within 72 
hours of receiving no fica on. Adults who prefer their photos not to be used on 
electronic media should make their request in wri ng to the church office. 

 This policy applies only to St. John’s electronic media. Electronic media may contain 
hyperlinks to electronic media that are not managed by St. John’s. These links are for 
your reference and convenience and are not run by St. John’s. St. John’s is not 
responsible for the data prac ces of electronic media not operated by St. John’s. 

 
Guidelines for Employees’ use of Electronic Media include the following:  

 The public in general, and St. John’s employees and members, reflect a diverse set of 
customs, values and points of view. Don't say anything contradictory or in conflict with 
the St. John’s website. Don't be afraid to be yourself, but do so respec ully. Always be 
fair and courteous. This includes not only the obvious (no ethnic slurs, offensive 
comments, defamatory comments, personal insults, obscenity, etc.) but also proper 
considera on of privacy and of topics that may be considered objec onable or 
inflammatory - such as poli cs. Use your best judgment and be sure to make it clear that 
the views and opinions expressed are yours alone and do not represent the official views 
of St. John’s unless you are commen ng or pos ng in an official capacity as a spokesman 
for the congrega on. 

 Do not post anything that would be considered embarrassing, objec onable or hur ul to 
anyone in the post. 

  Maintain confiden ality. Never divulge informa on that would be considered 
confiden al. This includes names, addresses, and contact informa on for individuals 
unless wri en permission is on file.  

 Be honest and accurate. Make sure that posted informa on or news is honest and 
accurate, and if a mistake is made, make sure that it is corrected quickly. Be open about 
any previous posts that have been altered. 

  The speed of being able to publish your thoughts is both a great feature and a great 
downfall of social media. The me to edit or reflect must be self-imposed. If in doubt 
over a post, or if something does not feel right, either let it sit and look at it again before 
publishing it, or ask someone else to look at it first. Quality ma ers.  

 
 
ENDING THE EMPLOYMENT RELATIONSHIP  

The reasons for ending the employment rela onship are o en rou ne. These are some common 
circumstances for ending employment:  

 Resigna on – voluntary termina on of employment ini ated by an employee 
 Discharge – involuntary termina on of employment ini ated by St. John’s 
 Layoff – involuntary employment termina on ini ated by St. John’s for non-disciplinary 

reasons 
 Re rement – voluntary termina on of employment ini ated by the employee mee ng 

age, length of service, and any other criteria for re rement.  
Since employment with St. John’s is based on mutual consent, either you or St. John’s have the 

right to terminate the employment rela onship at will, with or without cause or advance no ce at any 
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me. Employees who choose to resign are requested to give at least two weeks' no ce. We will generally 
schedule an exit interview with the Lead Pastor and/or a member of the Execu ve Team. This is an 
opportunity for the employee to share any sugges ons, complaints or ques ons. This is also the me to 
return any keys or St. John’s-owned property if it hasn’t already been done.  
 
Unemployment Compensa on 
  St. John’s employees are not covered by unemployment compensa on insurance. Therefore, 
upon termina on of their employment, they are not eligible to collect unemployment insurance 
benefits. 
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Welcome 
Welcome to St. John’s Lutheran Church, a congrega on of the Evangelical Lutheran Church in 

America!  We are a congrega on of God’s people doing God’s work in this me and place.  As an 
employee of St. John’s, you are an important part of our ministry team.  This handbook is meant to help 
you understand more about your role as an employee of the church. 
 
Mission Statement 

Our mission statement is Grow in faith, Share God’s love, Serve others.  Everything that we do as 
a congrega on is meant to be a reflec on of that mission and it is important to measure our work 
against it.  We are commi ed to a life of worship, service, and grace in this place.  We use our me, 
talents and treasures to help do ministry together.   
 
Important No ce about this Handbook 

This handbook is designed to provide employees with informa on about condi ons of 
employment, employee benefits, and important employment policies. These policies are published to 
provide a convenient resource for all employees, to assist in the orienta on of new employees, and to 
promote consistency in the administra on of the services provided by the church. Employees are 
expected to read, understand, and comply with all provisions in this document. This handbook 
summarizes the policies and prac ces in effect at the me of its approval by Council, and it supersedes 
all previously issued handbooks and any policy that is inconsistent with the policies described here. 

No set of personnel policies can an cipate every circumstance or ques on or summarize every 
policy, and the need may arise for us to revise, add or cancel policies, at which me the Congrega on 
Council (Council) of St. John’s has the authority to make changes without prior no ce. In addi on, St. 
John’s may deviate from its stated policies at its sole discre on as individual circumstances warrant. 
 
 
CONDTITIONS OF EMPLOYMENT 
At-Will Employment  

This handbook is not a contract, expressed or implied, nor does it guarantee employment for any 
specific length of me. Although we hope our employment rela onship will be long term, every non-
ordained employee of St. John’s is an at-will employee. That means that either St. John’s or the 
employee may end the employment rela onship at any me, with or without no ce and with or without 
reason. 
 
Keeping our Children Safe:  Clearances and Criminal Background Checks 

This congrega on’s ministry with children and youth begins by striving to provide a safe 
environment with caring and effec ve leaders. To protect the safety of our children and youth, and in 
compliance with Pennsylvania law, all employees will be screened for their eligibility to work with 
children and youth and must submit the mandated clearances: 

 Pennsylvania State Police Criminal Record Check: h ps://epatch.state.pa.us/Home.jsp 
 Pennsylvania State Child Abuse History Clearance: 

h ps://www.compass.state.pa.us/cwis/public/home 
 Federal Criminal History Report, which includes submission of the individual’s 

fingerprints    h ps://www.identogo.com/loca ons/pennsylvania 
 Na onal Sex Offender Registry -

h ps://www.dhs.pa.gov/KeepKidsSafe/Resources/Documents/NSOR.APPLICATION.05.02
.22.pdf 
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All employees must keep these clearances current by renewing them every five years.  St. John’s 
will pay/reimburse for the cost of clearances.   
 
Policy Against Harassment  

The church will not tolerate any form of discrimina on or harassment including sexual 
harassment or hazing. It is important for you to understand that jokes, stories, cartoons, nicknames and 
comments about appearance may be offensive to others. It is our policy to strictly prohibit any conduct 
that may cons tute sexual harassment or other unlawful harassment and to discipline any employee 
guilty of such conduct.  

Sexual harassment is o en difficult to define. Such conduct has the purpose or effect of 
substan ally interfering with an individual’s work performance or creates an in mida ng, hos le or 
offensive working environment. This includes many forms of offensive behavior. However, as a guide, the 
following behavior may cons tute harassment:  

 Unwelcome sexual flirta on, advances or proposi ons; 
 Verbal comments related to an individual’s age, race, gender, color, religion, na onal 

origin, disability, or sexual orienta on; 
 Displaying cartoons or telling jokes which relate to an individual’s age, race, gender, 

color, religion, na onal origin, disability or sexual orienta on; 
 Explicit or degrading verbal comments about another individual or his/her appearance;  
 The display of sexually sugges ve pictures or objects in any workplace loca on, including 

transmission or display via computer;  
 Physical conduct that includes touching, assaul ng, impeding or blocking movements; 
 Offering employment benefits in exchange for sexual favors;  
 Making or threatening reprisals a er a nega ve response to sexual advances. 

 
  It is the responsibility of each member of the work team to create an atmosphere free of 
harassment. In addi on, it is the responsibility of each employee to respect the rights of other 
employees. This policy encourages any witness of an incident of harassment to report such incident 
immediately. All reasonable efforts will be made to protect the confiden ality of the individual repor ng 
the incident. If you believe that you are being subjected to harassment, you should:  

 If you feel able to do so, tell the harasser that his or her ac ons are not welcome and 
that they must stop, and  

 Immediately report the incident to the Lead Pastor or a member of the Execu ve Team. 
A report of any type of harassment will be treated seriously, and a thorough 
inves ga on will be conducted. An employee who files a complaint will be treated fairly 
and courteously at all mes, and will not be retaliated against for making such report. 
Confiden ality will be honored for all par es involved to the degree possible. The 
employee(s) involved will be informed regarding the findings of the inves ga on and any 
disciplinary ac on to be taken.  

 
Prohibi on of Threats and Violence 
  It is the policy of St. John’s that there will be zero tolerance for violence. No weapons are 
allowed on the premises and no threats or talk of violence will be tolerated. All poten ally dangerous 
situa ons, including threats by co-workers, should be reported immediately to the Lead Pastor or the 
Execu ve Team.   Reports of threats will be confiden al to the extent that maintaining confiden ality 
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does not impede the ability to inves gate and respond to the complaints. All threats will be promptly 
inves gated. All employees must cooperate with all inves ga ons. No employee will be subjected to 
retalia on, in mida on or disciplinary ac on as a result of repor ng a threat in good faith under this 
policy.  

If St. John’s determines, a er an appropriate good faith inves ga on, that someone has violated 
this policy, St. John’s will take swi  and appropriate correc ve ac on. In addi on to the appropriate 
disciplinary ac on, the employee and/or other par es involved may be subject to criminal proceedings 
as appropriate. If you are the recipient of a threat made by an outside party, please follow the steps 
detailed in this sec on. It is important to be aware of any poten al danger in the workplace. We want to 
take effec ve measures to protect everyone from the threat of a violent act by an employee or by 
anyone else. 
 
EMPLOYEE BENEFITS 
Employee Pay 

Employees are paid bi-weekly. 
 Social Security and Medicare Taxes: St. John’s makes contribu ons for its lay employees 

as required of employers under the Federal Insurance Contribu on Act (FICA). 
 Unemployment Compensa on: St. John’s employees are not covered by unemployment 

compensa on insurance. Therefore, upon termina on of their employment, they are 
not eligible to collect unemployment insurance benefits 

 
Reimbursement for Approved Business Expenses 

 Employees of St. John’s who are required to expend funds in connec on with the performance 
of their work will be reimbursed for expenses that have been pre-approved by the Lead Pastor. 
 
Credit Card Use 

Any employees of St. John’s that are issued a church credit card shall only use the card for 
approved expenses and shall have a receipt for all purchases.  Any personal or nonapproved expenses 
will be reimbursed by the employee to St. John’s within 30 days of purchase.  If there is con nued 
misuse of the credit card, discipline up to and including termina on will occur.   
 
Vaca ons  

All employees of St. John’s are given me off as allo ed in their job descrip on.  All vaca on 
me taken shall be approved by the Lead Pastor.  All vaca on me shall be recorded.  If more me is 

needed than allo ed in the job descrip on, then the me off shall be unpaid for the remainder of the 
calendar year.  All vaca on requests should be made at least one month prior to scheduled days off. 
 
Holidays  

It is the policy of St. John’s that the Church office will be closed on the following holidays:  
 New Year’s Day (January 1) 
 Presidents’ Day (February) 
 Monday following Easter Sunday 
 Memorial Day (May) 
 Juneteenth (June 19th) 
 Independence Day (July 4th) 
 Labor Day (September) 
 Indigenous People’s Day (October) 
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 Thanksgiving (Wednesday – Friday) 
 Christmas (week between Christmas and New Year) 

Other days may be added at the discre on of the Lead Pastor. 
 
LEAVE POLICIES 
Jury or Witness Duty  

St. John’s encourages its employees to fulfill this civic responsibility by serving on jury duty when 
required. St. John’s will also provide witness duty me off to employees who receive a subpoena or 
summons to tes fy in court.  

 The jury/witness summons should be shown to the Lead Pastor as soon as possible so 
that arrangements can be made to accommodate your possible absence from work.  

 Employees are expected to report for work whenever the court schedule permits.  
 If summoned by St. John’s to tes fy, the employee will receive me off for the period of 

witness duty. 
 
Military Leave 

St. John’s complies with applicable state and federal law concerning leaves for military service. 
Absences should be discussed with the Lead Pastor well in advance of leaving for training or ac ve duty.  
 
Sick Leave 

 It is the policy of St. John’s that sick leave requiring an extended absence of longer than one 
week must be reviewed and approved by the Lead Pastor and/or Execu ve Team.   The employee must 
inform the Lead Pastor of the need for sick leave.  
Long-Term Leave  

When an employee can no longer perform their employment du es at St. John’s due to a 
medical illness or other life event, the following progression will be in effect. 

 If the employee is absent from work for an illness or life event, they will con nue to 
receive full compensa on for the first three months of their absence from work with 
proper documenta on. 

 A er three months have passed and if the employee can s ll not return to work, their 
compensa on will be reduced by fi y percent for months four through six, with 
con nued proper documenta on.   

 At the end of six months, if the employee is unable to return to work, their employment 
at St. John’s will be terminated.  

It is the employee’s responsibility to keep the Lead Pastor updated on their situa on, including 
providing medical documenta on of their health status. 
 
Parental Leave 
When an employee is blessed with the birth or adop on of a new child into their family, they will be 
given 8 weeks leave with full pay and benefits. 
   
EMPLOYMENT POLICIES 
Job Descrip ons  

St. John’s makes every effort to create and maintain accurate job descrip ons for all posi ons 
within the organiza on. Each descrip on includes sec ons for posi on type and expecta on of hours 
worked per week, a job summary, essen al du es and responsibili es, required skills and qualifica ons 
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(including educa on and/or experience, any cer fica on required, musical, technical, or leadership skills 
required).  

Job descrip ons are used to help employees understand their job du es and to set standards for 
employee performance evalua ons. Job descrip ons are also used to iden fy the requirements of each 
posi on, establish hiring criteria, and establish a basis for making reasonable accommoda ons for 
individuals with disabili es. The Council and Execu ve Team prepare job descrip ons when new 
posi ons are created. Exis ng job descrip ons are also reviewed and revised in order to ensure they are 
up to date. Job descrip ons may also be rewri en periodically to reflect any changes in the posi on’s 
du es and responsibili es. Employees can be helpful by making sure that their job descrip on accurately 
reflect the work that is done. Job descrip ons do not necessarily cover every task or duty that the 
employee may be assigned to and that addi onal responsibili es may be assigned as necessary. Please 
contact the Lead Pastor or Execu ve Team if there are ques ons or concerns about a job descrip on. 
 
 
Staff Repor ng Lines 

 
 
Introductory Period 

All new employees of St. John’s will meet with the Lead Pastor at the 30, 60 and 90 day points to 
review their job descrip on and reflect on their beginning at St. John’s.   
 
Performance Evalua on  

The best communica ons about job performance happen on an informal, day-to-day basis. 
Employees are encouraged to talk about performance regularly as needed. 

In addi on, St. John’s wants to ensure that employees have scheduled, formal performance 
evalua ons. These discussions are the opportunity to discuss job responsibili es and goals, encourage 
and recognize strengths, iden fy and correct any weaknesses, develop plans for dealing with any 
obstacles, and plan for the future. Formal performance evalua ons are scheduled annually and will be 



9 
 

completed by the Lead Pastor then reviewed by the Execu ve Team.  There will also be a por on of the 
annual evalua on that is self-reflec on by the employee.  The Lead Pastor will meet with each employee 
to review the annual evalua on. 

Copies of the annual evalua on will be given to the employee and also kept in the employee’s 
file. 
 
Confiden ality of Employee Personnel Files  

Employee records are maintained in the church office.  Individual files will contain employee 
informa on as well as performance evalua ons.  

When an employee of St. John’s is required to manage various church records and files that 
include personal informa on regarding congrega onal members, privacy and confiden ality of such 
records are to be maintained at all mes. Any breach of the privacy and confiden ality of records and 
files will be addressed with the employee and will involve the employee, the Lead Pastor and/or the 
Execu ve Team.  Consequences up to termina on will be decided at that me. 

Requests for a reference from en es such as a credit agency, prospec ve landlord, prospec ve 
employer, etc., concerning employment at St. John’s will be limited to the following informa on: verify 
the dates of employment, salary and the posi on(s) the employee has held.  
 
WORKPLACE SAFETY 

It is the policy of St. John’s to make every effort to maintain a safe and healthy working 
environment. Employee concerns about safety or working condi ons should be forwarded to the Lead 
Pastor or the Execu ve Team. 
 
Building Access 

Employees having keys to St. John’s facili es are expected to use them in a responsible manner. 
While St. John’s encourages an “open door” policy to its congrega on and members of the community, 
every effort must be made to ensure the safety and security of employees on the church and school 
premises at all mes.  During school hours, building security is a priority and the policies of The 
Children’s Garden should be followed at all mes.   Any lost keys need to be reported immediately to the 
Lead Pastor and the church secretary, and all keys must be returned when your employment with St. 
John’s ends.  
 
Smoking/Vaping Policy  

St. John’s maintains a smoke/vape-free environment in all buildings and facili es for employees, 
members, and visitors.  
 
Drug and Alcohol-Free Workplace 

It is the policy of St. John’s to provide employees with a safe and healthy working environment, 
one that is free from the problems associated with the use and abuse of alcohol and illegal drugs 
(including abuse of prescrip on medica on). The abuse, sale, unlawful possession, distribu on, transfer 
or manufacture of drugs, intoxicants or a controlled substance on church property or other work sites 
where employees may be assigned or elsewhere during working hours is strictly prohibited. Employees 
are also expected to report to work and conduct all work-related ac vi es free from the effects of 
alcohol and illegal drugs. Employees who violate the drug and alcohol policy will be removed from the 
workplace immediately and face disciplinary ac on up to and including termina on. However, an 
employee voluntarily admi ng alcohol and/or drug dependency may, at the church’s discre on, be given 
a leave of absence for substance abuse assistance or to a end a rehabilita on program. 
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Workers’ Compensa on  

Workers’ compensa on covers injuries or illnesses sustained in the course of employment that 
require medical, surgical, or hospital treatment. Subject to the applicable legal requirements, this 
program provides benefits a er a short wai ng period or in the event of hospitaliza on, immediately. 

 It is cri cal that the employee informs the pastor(s) immediately about any work-related 
injury or illness, regardless of how minor it may appear at the me. Submit the “Report 
of Work-Related Injury Form” (Appendix C.6) as soon as possible to the pastor. 
Immediate repor ng ensures that, if eligible, the employee qualifies for workers’ 
compensa on benefits as quickly as possible and also allows St. John’s to inves gate the 
ma er promptly. 

 While on an approved leave due to a work-related injury or illness, the employee’s 
posi on may or may not con nue to be held open for the employee. This decision will 
be made on a case-by-case basis by the pastor(s) upon recommenda on from the 
supervising commi ee chair. The employee may be eligible for paid leave through the 
Long-Term Leave Policy. 

 
Visitors to the Church Grounds 

It is the policy of St. John’s to provide for the safety and security of employees and members and 
also to prac ce good stewardship of the facili es at St. John’s. As such, care must be taken regarding the 
flow of visitors throughout the church building, the church office building and The Children’s Garden. 
Controlling unauthorized visitors helps maintain safety standards, protects against the , ensures security 
of equipment, protects confiden al informa on, safeguards employee welfare and avoids poten al 
distrac ons and disturbances.   

During the school day, the safety and security of our school is of highest importance.  All outside 
doors should remain locked except for the outer church office entrance (unless the school is placed on a 
lockdown, then all entrances shall be locked un l the lockdown is li ed).   Employees are not to place 
themselves in peril. If employees sense a problem with a stranger, they should excuse themselves 
immediately and seek a safe place from which to call for help.  Further training from The Children’s 
Garden regarding their safety plan might be required depending on the posi on. 
 
WORKING TOGETHER  

We consider all people to be God’s valuable assets. Every employee represents St. John’s to our 
membership and the public. The way we do our jobs presents an image of our church and our Lord. 
People judge all of us by how they are treated with each employee contact. Therefore, one of our first 
priori es is to assist any person. Nothing is more important than being courteous, friendly, helpful, and 
prompt in the a en on you give to those who approach us with ques ons or needs.  
 
Standards of Conduct 

All employee contacts with the public and all communica ons sent to the congrega on and/or 
the public should reflect the highest level of professionalism. Posi ve rela ons not only enhance the 
public’s percep on or image of St. John’s, but also demonstrate our love for God and all people. St. 
John’s expects all employees to perform their job du es in a sa sfactory manner. Employees are to 
conduct themselves in an appropriate, professional manner, both in the church building itself and in 
situa ons outside of church while ac ng as its representa ve. In general, the use of good judgment, 
based on high ethical and biblical principles, will guide employees with respect to lines of acceptable 
conduct.  
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If a situa on arises where it is difficult to determine the proper course of ac on, the ma er 
should be discussed openly with the pastor(s) and, if necessary, with the Execu ve Team.   
 
Workplace E que e 

It is the policy of St. John’s to maintain a posi ve work environment where employees treat each 
other with respect and courtesy. When an employee’s behavior in the workplace is disrup ve or 
annoying to others it should be addressed by politely talking with the co-worker to bring the perceived 
problem to their a en on. St. John’s encourages all employees to keep an open mind and graciously 
accept construc ve feedback or a request to change behavior that may be affec ng another employee’s 
ability to concentrate and be produc ve. Disputes should be handled using biblical principles, bringing 
the problem to the a en on of the individual first. If necessary, employees will meet with the Lead 
Pastor and/or the Execu ve Team for conflict resolu on.  

In the event that the problem is not resolved a er mee ng with the Lead Pastor and/or the 
Execu ve Team, disciplinary ac on may be taken. 
 
 Inappropriate Conduct  

If employees fail to perform their job du es or conducts themselves in an unacceptable or 
inappropriate manner, they are subject to discipline, up to and including termina on of employment. 
The following are some specific examples of inappropriate conduct. This list is not, however, all inclusive:  

 Using, possessing, distribu ng, or coming to work under the influence of alcohol or 
illegal drugs. 

 Possession of firearms or weapons of any kind while at work unless authorized by 
Congrega on Council. 

 The , misappropria on, misuse, unauthorized disclosure, or other abuse of the property 
or confiden al informa on of the church, its members, vendors, or employees.  

 Ac ng in a discourteous, threatening, abusive, or harassing manner against church 
employees, members, or vendors.  

 Insubordina on, including failure to follow appropriate instruc ons regarding job-
related ma ers. 

  Excessive, unexplained, or unauthorized absenteeism or tardiness. 
  Illegal gambling or solicita on of illegal gambling on church property. 
  Dishonesty, including but not limited to verbal dishonesty, falsifica on of business or 

employment-related records, misuse of funds, and unauthorized use or taking of 
resources or property of the church. 

 
Resolving Problems  

We encourage prompt and fair resolu on of employees' work-related concerns or problems and 
recognize the value of open communica ons in which any problem, complaint, sugges on, or ques on 
receives a mely response. If an employee disagrees with established rules of conduct, policies, or 
prac ces, they can express their concern through the problem resolu on procedure described below. No 
employee will be penalized, formally or informally, for voicing a complaint with St. John’s in a reasonable 
and professional manner. 

 1. If an employee faces a work-related problem, raise the ini ally issue with the Lead Pastor or 
the Council President. 

 2. If the employee is unable to resolve the issue with the Lead Pastor or the Council President, 
the employee may raise the issue with the Execu ve Team. 
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 3. If the employee believes the problem or issue has s ll not been effec vely resolved, the 
Execu ve Team may refer the situa on in wri ng to the Congrega on Council. 

 If an employee disagrees with or has a sugges on regarding any employment policies at St. 
John’s, the employee is to discuss the issue(s) with the Lead Pastor or the Execu ve Team.  If a policy 
change appears warranted, the Execu ve Team will submit a wri en recommenda on to the 
Congrega on Council. 
 
Statements to the Media 

All external or news media inquiries regarding the posi on of St. John’s as to any issues must be 
referred to the Lead Pastor.  Only the pastors or designee is authorized to make or approve public 
statements on behalf of St. John’s.  No employees, unless specifically designated, are authorized to make 
statements on behalf of St. John’s. Any employee wishing to write and/or publish an ar cle, paper, or 
other publica on on behalf of St. John’s must first obtain approval from the Lead Pastor or Congrega on 
Council. 
 
Use of Equipment  

Equipment essen al in accomplishing job du es is o en expensive and may be difficult to 
replace. When using St. John’s property, you are expected to exercise care, perform required 
maintenance, and follow all opera ng instruc ons, safety standards, and guidelines. St. John’s 
equipment should not be borrowed for personnel use without permission from the pastor(s).  If 
individuals use their own equipment for the work of the church, neither St. John’s nor its members are 
responsible for any damage that may occur.  

You should no fy the pastor(s) if any equipment, machines or tools appear to be damaged, 
defec ve, or in need of repair. Prompt repor ng of damages and the need for repairs could prevent 
deteriora on of equipment and possible injury to employees or others. The improper, careless, 
negligent, destruc ve, or unsafe use or opera on of equipment may result in disciplinary ac on up to 
and including termina on of employment. 
 
Electronic Media Policy  

This policy, which applies to all St. John’s employees, is intended to assist employees in making 
responsible decisions about use of electronic media. Employees are responsible for ensuring that all 
informa on they share in work-related Internet discussion groups, chat rooms, blogs, or social 
networking sites (Facebook, Twi er, Instagram, etc.) is accurate, and that any personal opinions they 
express are clearly iden fied as personal and not a ributed to St. John’s.  
Our Electronic Media Policy includes the following:  

 St. John’s will not list the private addresses, phone numbers, email addresses, social 
media accounts, or other personal accounts of our members and staff on our electronic 
media, unless publica on of that informa on is requested by the individual(s) in 
ques on. 

 Staff members may have church domain-based email provided to them so they may 
conduct church business while respec ng their privacy.  St. John’s IT will provide those 
when requested.  When employment is ended for any reason, access to St. John’s 
domain-based emails will be stopped as well. 

 Minors appearing in any pictures, graphics, or other images, will not be iden fied by full  
name. In addi on, minor(s) and their parents/legal guardians may request that the 
images be removed at any me by making the request to the church office and we will 
seek to comply with that request within 72 hours of receiving no fica on. 
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 Adults who appear in images will not be iden fied by full name, unless verbal 
permission has been given to include their name. If any adult chooses to have his or her 
image removed, they may request that the image(s) be removed at any me by making 
the request to the church office. We will seek to comply with that request within 72 
hours of receiving no fica on. Adults who prefer their photos not to be used on 
electronic media should make their request in wri ng to the church office. 

 This policy applies only to St. John’s electronic media. Electronic media may contain 
hyperlinks to electronic media that are not managed by St. John’s. These links are for 
your reference and convenience and are not run by St. John’s. St. John’s is not 
responsible for the data prac ces of electronic media not operated by St. John’s. 

 
Guidelines for Employees’ use of Electronic Media include the following:  

 The public in general, and St. John’s employees and members, reflect a diverse set of 
customs, values and points of view. Don't say anything contradictory or in conflict with 
the St. John’s website. Don't be afraid to be yourself, but do so respec ully. Always be 
fair and courteous. This includes not only the obvious (no ethnic slurs, offensive 
comments, defamatory comments, personal insults, obscenity, etc.) but also proper 
considera on of privacy and of topics that may be considered objec onable or 
inflammatory - such as poli cs. Use your best judgment and be sure to make it clear that 
the views and opinions expressed are yours alone and do not represent the official views 
of St. John’s unless you are commen ng or pos ng in an official capacity as a spokesman 
for the congrega on. 

 Do not post anything that would be considered embarrassing, objec onable or hur ul to 
anyone in the post. 

  Maintain confiden ality. Never divulge informa on that would be considered 
confiden al. This includes names, addresses, and contact informa on for individuals 
unless wri en permission is on file.  

 Be honest and accurate. Make sure that posted informa on or news is honest and 
accurate, and if a mistake is made, make sure that it is corrected quickly. Be open about 
any previous posts that have been altered. 

  The speed of being able to publish your thoughts is both a great feature and a great 
downfall of social media. The me to edit or reflect must be self-imposed. If in doubt 
over a post, or if something does not feel right, either let it sit and look at it again before 
publishing it, or ask someone else to look at it first. Quality ma ers.  

 
 
ENDING THE EMPLOYMENT RELATIONSHIP  

The reasons for ending the employment rela onship are o en rou ne. These are some common 
circumstances for ending employment:  

 Resigna on – voluntary termina on of employment ini ated by an employee 
 Discharge – involuntary termina on of employment ini ated by St. John’s 
 Layoff – involuntary employment termina on ini ated by St. John’s for non-disciplinary 

reasons 
 Re rement – voluntary termina on of employment ini ated by the employee mee ng 

age, length of service, and any other criteria for re rement.  
Since employment with St. John’s is based on mutual consent, either you or St. John’s have the 

right to terminate the employment rela onship at will, with or without cause or advance no ce at any 
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me. Employees who choose to resign are requested to give at least two weeks' no ce. We will generally 
schedule an exit interview with the Lead Pastor and/or a member of the Execu ve Team. This is an 
opportunity for the employee to share any sugges ons, complaints or ques ons. This is also the me to 
return any keys or St. John’s-owned property if it hasn’t already been done.  
 
Unemployment Compensa on 
  St. John’s employees are not covered by unemployment compensa on insurance. Therefore, 
upon termina on of their employment, they are not eligible to collect unemployment insurance 
benefits. 



1 
 

 
 
 
 
 
 
 

Employee Handbook 

 
St. John’s Lutheran Church 

Shiremanstown, PA 
 

January 2024 
  



2 
 

TABLE OF CONTENTS 
Welcome .........................................................................................................................................4 

Mission Statement...........................................................................................................................4 

Important No ce About this Handbook ...........................................................................................4 

CONDITIONS OF 
EMPLOYMENT…….............................................................................................................................4 

 At Will Employment……………………………………………………………………………………………………………4 

Keeping our Children Safe: Clearances and Criminal Background Checks...............................4 

Policy Against Harassment ...................................................................................................5 

Prohibi on of Threats and Violence .....................................................................................5 

BENEFITS OF EMPLOYMENT..............................................................................................................6 

Employee Pay ......................................................................................................................6 

Reimbursement for Approved Business Expenses.................................................................6 

Credit Card Use…………………………………………………………………………………………………………………..6 

Vaca ons..............................................................................................................................6 

Holidays................................................................................................................................6 

LEAVE POLICIES .................................................................................................................................7 

 Jury Leave……………………………………………….…………………………………………………………………………..7 

 Military Leave……………………………………………………………………………………………………………………..7 

 Sick Leave……………………………………………………………………………………………………………………………7 

 Parental Leave…………………………………………………………………………………………………………………….7 

EMPLOYMENT PRACTICES..................................................................................................................7 

Job Descrip ons....................................................................................................................7 

Staff Repor ng Lines.............................................................................................................8 

Introductory Period ..............................................................................................................8 

Performance Evalua on........................................................................................................8 

Confiden ality of Employee Personnel Files..........................................................................9 

WORKPLACE SAFETY..........................................................................................................................9 

Building Access.....................................................................................................................9 



3 
 

Smoking/Vaping Policy..........................................................................................................9 

Drug and Alcohol-Free Workplace.........................................................................................9 

Workers’ Compensa on ..................................................................................................... 10 

Visitors on Church Grounds ................................................................................................ 10 

WORKING TOGETHER ..................................................................................................................... 10 

Standards of Conduct ......................................................................................................... 10 

Workplace E que ..............................................................................................................11 

Inappropriate Conduct........................................................................................................ 11 

Resolving Problems............................................................................................................. 11 

Statements to the Media .....................................................................................................12 

Use of Equipment.................................................................................................................12 

Electronic Media Policy.........................................................................................................12 

ENDING THE EMPLOYMENT RELATIONSHIP....................................................................................... 13 

Unemployment Compensa on ............................................................................................ 14 

  



4 
 

Welcome 
Welcome to St. John’s Lutheran Church, a congrega on of the Evangelical Lutheran Church in 

America!  We are a congrega on of God’s people doing God’s work in this me and place.  As an 
employee of St. John’s, you are an important part of our ministry team.  This handbook is meant to help 
you understand more about your role as an employee of the church. 
 
Mission Statement 

Our mission statement is Grow in faith, Share God’s love, Serve others.  Everything that we do as 
a congrega on is meant to be a reflec on of that mission and it is important to measure our work 
against it.  We are commi ed to a life of worship, service, and grace in this place.  We use our me, 
talents and treasures to help do ministry together.   
 
Important No ce about this Handbook 

This handbook is designed to provide employees with informa on about condi ons of 
employment, employee benefits, and important employment policies. These policies are published to 
provide a convenient resource for all employees, to assist in the orienta on of new employees, and to 
promote consistency in the administra on of the services provided by the church. Employees are 
expected to read, understand, and comply with all provisions in this document. This handbook 
summarizes the policies and prac ces in effect at the me of its approval by Council, and it supersedes 
all previously issued handbooks and any policy that is inconsistent with the policies described here. 

No set of personnel policies can an cipate every circumstance or ques on or summarize every 
policy, and the need may arise for us to revise, add or cancel policies, at which me the Congrega on 
Council (Council) of St. John’s has the authority to make changes without prior no ce. In addi on, St. 
John’s may deviate from its stated policies at its sole discre on as individual circumstances warrant. 
 
 
CONDTITIONS OF EMPLOYMENT 
At-Will Employment  

This handbook is not a contract, expressed or implied, nor does it guarantee employment for any 
specific length of me. Although we hope our employment rela onship will be long term, every non-
ordained employee of St. John’s is an at-will employee. That means that either St. John’s or the 
employee may end the employment rela onship at any me, with or without no ce and with or without 
reason. 
 
Keeping our Children Safe:  Clearances and Criminal Background Checks 

This congrega on’s ministry with children and youth begins by striving to provide a safe 
environment with caring and effec ve leaders. To protect the safety of our children and youth, and in 
compliance with Pennsylvania law, all employees will be screened for their eligibility to work with 
children and youth and must submit the mandated clearances: 

 Pennsylvania State Police Criminal Record Check: h ps://epatch.state.pa.us/Home.jsp 
 Pennsylvania State Child Abuse History Clearance: 

h ps://www.compass.state.pa.us/cwis/public/home 
 Federal Criminal History Report, which includes submission of the individual’s 

fingerprints    h ps://www.identogo.com/loca ons/pennsylvania 
 Na onal Sex Offender Registry -

h ps://www.dhs.pa.gov/KeepKidsSafe/Resources/Documents/NSOR.APPLICATION.05.02
.22.pdf 
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All employees must keep these clearances current by renewing them every five years.  St. John’s 
will pay/reimburse for the cost of clearances.   
 
Policy Against Harassment  

The church will not tolerate any form of discrimina on or harassment including sexual 
harassment or hazing. It is important for you to understand that jokes, stories, cartoons, nicknames and 
comments about appearance may be offensive to others. It is our policy to strictly prohibit any conduct 
that may cons tute sexual harassment or other unlawful harassment and to discipline any employee 
guilty of such conduct.  

Sexual harassment is o en difficult to define. Such conduct has the purpose or effect of 
substan ally interfering with an individual’s work performance or creates an in mida ng, hos le or 
offensive working environment. This includes many forms of offensive behavior. However, as a guide, the 
following behavior may cons tute harassment:  

 Unwelcome sexual flirta on, advances or proposi ons; 
 Verbal comments related to an individual’s age, race, gender, color, religion, na onal 

origin, disability, or sexual orienta on; 
 Displaying cartoons or telling jokes which relate to an individual’s age, race, gender, 

color, religion, na onal origin, disability or sexual orienta on; 
 Explicit or degrading verbal comments about another individual or his/her appearance;  
 The display of sexually sugges ve pictures or objects in any workplace loca on, including 

transmission or display via computer;  
 Physical conduct that includes touching, assaul ng, impeding or blocking movements; 
 Offering employment benefits in exchange for sexual favors;  
 Making or threatening reprisals a er a nega ve response to sexual advances. 

 
  It is the responsibility of each member of the work team to create an atmosphere free of 
harassment. In addi on, it is the responsibility of each employee to respect the rights of other 
employees. This policy encourages any witness of an incident of harassment to report such incident 
immediately. All reasonable efforts will be made to protect the confiden ality of the individual repor ng 
the incident. If you believe that you are being subjected to harassment, you should:  

 If you feel able to do so, tell the harasser that his or her ac ons are not welcome and 
that they must stop, and  

 Immediately report the incident to the Lead Pastor or a member of the Execu ve Team. 
A report of any type of harassment will be treated seriously, and a thorough 
inves ga on will be conducted. An employee who files a complaint will be treated fairly 
and courteously at all mes, and will not be retaliated against for making such report. 
Confiden ality will be honored for all par es involved to the degree possible. The 
employee(s) involved will be informed regarding the findings of the inves ga on and any 
disciplinary ac on to be taken.  

 
Prohibi on of Threats and Violence 
  It is the policy of St. John’s that there will be zero tolerance for violence. No weapons are 
allowed on the premises and no threats or talk of violence will be tolerated. All poten ally dangerous 
situa ons, including threats by co-workers, should be reported immediately to the Lead Pastor or the 
Execu ve Team.   Reports of threats will be confiden al to the extent that maintaining confiden ality 
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does not impede the ability to inves gate and respond to the complaints. All threats will be promptly 
inves gated. All employees must cooperate with all inves ga ons. No employee will be subjected to 
retalia on, in mida on or disciplinary ac on as a result of repor ng a threat in good faith under this 
policy.  

If St. John’s determines, a er an appropriate good faith inves ga on, that someone has violated 
this policy, St. John’s will take swi  and appropriate correc ve ac on. In addi on to the appropriate 
disciplinary ac on, the employee and/or other par es involved may be subject to criminal proceedings 
as appropriate. If you are the recipient of a threat made by an outside party, please follow the steps 
detailed in this sec on. It is important to be aware of any poten al danger in the workplace. We want to 
take effec ve measures to protect everyone from the threat of a violent act by an employee or by 
anyone else. 
 
EMPLOYEE BENEFITS 
Employee Pay 

Employees are paid bi-weekly. 
 Social Security and Medicare Taxes: St. John’s makes contribu ons for its lay employees 

as required of employers under the Federal Insurance Contribu on Act (FICA). 
 Unemployment Compensa on: St. John’s employees are not covered by unemployment 

compensa on insurance. Therefore, upon termina on of their employment, they are 
not eligible to collect unemployment insurance benefits 

 
Reimbursement for Approved Business Expenses 

 Employees of St. John’s who are required to expend funds in connec on with the performance 
of their work will be reimbursed for expenses that have been pre-approved by the Lead Pastor. 
 
Credit Card Use 

Any employees of St. John’s that are issued a church credit card shall only use the card for 
approved expenses and shall have a receipt for all purchases.  Any personal or nonapproved expenses 
will be reimbursed by the employee to St. John’s within 30 days of purchase.  If there is con nued 
misuse of the credit card, discipline up to and including termina on will occur.   
 
Vaca ons  

All employees of St. John’s are given me off as allo ed in their job descrip on.  All vaca on 
me taken shall be approved by the Lead Pastor.  All vaca on me shall be recorded.  If more me is 

needed than allo ed in the job descrip on, then the me off shall be unpaid for the remainder of the 
calendar year.  All vaca on requests should be made at least one month prior to scheduled days off. 
 
Holidays  

It is the policy of St. John’s that the Church office will be closed on the following holidays:  
 New Year’s Day (January 1) 
 Presidents’ Day (February) 
 Monday following Easter Sunday 
 Memorial Day (May) 
 Juneteenth (June 19th) 
 Independence Day (July 4th) 
 Labor Day (September) 
 Indigenous People’s Day (October) 



7 
 

 Thanksgiving (Wednesday – Friday) 
 Christmas (week between Christmas and New Year) 

Other days may be added at the discre on of the Lead Pastor. 
 
LEAVE POLICIES 
Jury or Witness Duty  

St. John’s encourages its employees to fulfill this civic responsibility by serving on jury duty when 
required. St. John’s will also provide witness duty me off to employees who receive a subpoena or 
summons to tes fy in court.  

 The jury/witness summons should be shown to the Lead Pastor as soon as possible so 
that arrangements can be made to accommodate your possible absence from work.  

 Employees are expected to report for work whenever the court schedule permits.  
 If summoned by St. John’s to tes fy, the employee will receive me off for the period of 

witness duty. 
 
Military Leave 

St. John’s complies with applicable state and federal law concerning leaves for military service. 
Absences should be discussed with the Lead Pastor well in advance of leaving for training or ac ve duty.  
 
Sick Leave 

 It is the policy of St. John’s that sick leave requiring an extended absence of longer than one 
week must be reviewed and approved by the Lead Pastor and/or Execu ve Team.   The employee must 
inform the Lead Pastor of the need for sick leave.  
Long-Term Leave  

When an employee can no longer perform their employment du es at St. John’s due to a 
medical illness or other life event, the following progression will be in effect. 

 If the employee is absent from work for an illness or life event, they will con nue to 
receive full compensa on for the first three months of their absence from work with 
proper documenta on. 

 A er three months have passed and if the employee can s ll not return to work, their 
compensa on will be reduced by fi y percent for months four through six, with 
con nued proper documenta on.   

 At the end of six months, if the employee is unable to return to work, their employment 
at St. John’s will be terminated.  

It is the employee’s responsibility to keep the Lead Pastor updated on their situa on, including 
providing medical documenta on of their health status. 
 
Parental Leave 
When an employee is blessed with the birth or adop on of a new child into their family, they will be 
given 8 weeks leave with full pay and benefits. 
   
EMPLOYMENT POLICIES 
Job Descrip ons  

St. John’s makes every effort to create and maintain accurate job descrip ons for all posi ons 
within the organiza on. Each descrip on includes sec ons for posi on type and expecta on of hours 
worked per week, a job summary, essen al du es and responsibili es, required skills and qualifica ons 
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(including educa on and/or experience, any cer fica on required, musical, technical, or leadership skills 
required).  

Job descrip ons are used to help employees understand their job du es and to set standards for 
employee performance evalua ons. Job descrip ons are also used to iden fy the requirements of each 
posi on, establish hiring criteria, and establish a basis for making reasonable accommoda ons for 
individuals with disabili es. The Council and Execu ve Team prepare job descrip ons when new 
posi ons are created. Exis ng job descrip ons are also reviewed and revised in order to ensure they are 
up to date. Job descrip ons may also be rewri en periodically to reflect any changes in the posi on’s 
du es and responsibili es. Employees can be helpful by making sure that their job descrip on accurately 
reflect the work that is done. Job descrip ons do not necessarily cover every task or duty that the 
employee may be assigned to and that addi onal responsibili es may be assigned as necessary. Please 
contact the Lead Pastor or Execu ve Team if there are ques ons or concerns about a job descrip on. 
 
 
Staff Repor ng Lines 

 
 
Introductory Period 

All new employees of St. John’s will meet with the Lead Pastor at the 30, 60 and 90 day points to 
review their job descrip on and reflect on their beginning at St. John’s.   
 
Performance Evalua on  

The best communica ons about job performance happen on an informal, day-to-day basis. 
Employees are encouraged to talk about performance regularly as needed. 

In addi on, St. John’s wants to ensure that employees have scheduled, formal performance 
evalua ons. These discussions are the opportunity to discuss job responsibili es and goals, encourage 
and recognize strengths, iden fy and correct any weaknesses, develop plans for dealing with any 
obstacles, and plan for the future. Formal performance evalua ons are scheduled annually and will be 
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completed by the Lead Pastor then reviewed by the Execu ve Team.  There will also be a por on of the 
annual evalua on that is self-reflec on by the employee.  The Lead Pastor will meet with each employee 
to review the annual evalua on. 

Copies of the annual evalua on will be given to the employee and also kept in the employee’s 
file. 
 
Confiden ality of Employee Personnel Files  

Employee records are maintained in the church office.  Individual files will contain employee 
informa on as well as performance evalua ons.  

When an employee of St. John’s is required to manage various church records and files that 
include personal informa on regarding congrega onal members, privacy and confiden ality of such 
records are to be maintained at all mes. Any breach of the privacy and confiden ality of records and 
files will be addressed with the employee and will involve the employee, the Lead Pastor and/or the 
Execu ve Team.  Consequences up to termina on will be decided at that me. 

Requests for a reference from en es such as a credit agency, prospec ve landlord, prospec ve 
employer, etc., concerning employment at St. John’s will be limited to the following informa on: verify 
the dates of employment, salary and the posi on(s) the employee has held.  
 
WORKPLACE SAFETY 

It is the policy of St. John’s to make every effort to maintain a safe and healthy working 
environment. Employee concerns about safety or working condi ons should be forwarded to the Lead 
Pastor or the Execu ve Team. 
 
Building Access 

Employees having keys to St. John’s facili es are expected to use them in a responsible manner. 
While St. John’s encourages an “open door” policy to its congrega on and members of the community, 
every effort must be made to ensure the safety and security of employees on the church and school 
premises at all mes.  During school hours, building security is a priority and the policies of The 
Children’s Garden should be followed at all mes.   Any lost keys need to be reported immediately to the 
Lead Pastor and the church secretary, and all keys must be returned when your employment with St. 
John’s ends.  
 
Smoking/Vaping Policy  

St. John’s maintains a smoke/vape-free environment in all buildings and facili es for employees, 
members, and visitors.  
 
Drug and Alcohol-Free Workplace 

It is the policy of St. John’s to provide employees with a safe and healthy working environment, 
one that is free from the problems associated with the use and abuse of alcohol and illegal drugs 
(including abuse of prescrip on medica on). The abuse, sale, unlawful possession, distribu on, transfer 
or manufacture of drugs, intoxicants or a controlled substance on church property or other work sites 
where employees may be assigned or elsewhere during working hours is strictly prohibited. Employees 
are also expected to report to work and conduct all work-related ac vi es free from the effects of 
alcohol and illegal drugs. Employees who violate the drug and alcohol policy will be removed from the 
workplace immediately and face disciplinary ac on up to and including termina on. However, an 
employee voluntarily admi ng alcohol and/or drug dependency may, at the church’s discre on, be given 
a leave of absence for substance abuse assistance or to a end a rehabilita on program. 
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Workers’ Compensa on  

Workers’ compensa on covers injuries or illnesses sustained in the course of employment that 
require medical, surgical, or hospital treatment. Subject to the applicable legal requirements, this 
program provides benefits a er a short wai ng period or in the event of hospitaliza on, immediately. 

 It is cri cal that the employee informs the pastor(s) immediately about any work-related 
injury or illness, regardless of how minor it may appear at the me. Submit the “Report 
of Work-Related Injury Form” (Appendix C.6) as soon as possible to the pastor. 
Immediate repor ng ensures that, if eligible, the employee qualifies for workers’ 
compensa on benefits as quickly as possible and also allows St. John’s to inves gate the 
ma er promptly. 

 While on an approved leave due to a work-related injury or illness, the employee’s 
posi on may or may not con nue to be held open for the employee. This decision will 
be made on a case-by-case basis by the pastor(s) upon recommenda on from the 
supervising commi ee chair. The employee may be eligible for paid leave through the 
Long-Term Leave Policy. 

 
Visitors to the Church Grounds 

It is the policy of St. John’s to provide for the safety and security of employees and members and 
also to prac ce good stewardship of the facili es at St. John’s. As such, care must be taken regarding the 
flow of visitors throughout the church building, the church office building and The Children’s Garden. 
Controlling unauthorized visitors helps maintain safety standards, protects against the , ensures security 
of equipment, protects confiden al informa on, safeguards employee welfare and avoids poten al 
distrac ons and disturbances.   

During the school day, the safety and security of our school is of highest importance.  All outside 
doors should remain locked except for the outer church office entrance (unless the school is placed on a 
lockdown, then all entrances shall be locked un l the lockdown is li ed).   Employees are not to place 
themselves in peril. If employees sense a problem with a stranger, they should excuse themselves 
immediately and seek a safe place from which to call for help.  Further training from The Children’s 
Garden regarding their safety plan might be required depending on the posi on. 
 
WORKING TOGETHER  

We consider all people to be God’s valuable assets. Every employee represents St. John’s to our 
membership and the public. The way we do our jobs presents an image of our church and our Lord. 
People judge all of us by how they are treated with each employee contact. Therefore, one of our first 
priori es is to assist any person. Nothing is more important than being courteous, friendly, helpful, and 
prompt in the a en on you give to those who approach us with ques ons or needs.  
 
Standards of Conduct 

All employee contacts with the public and all communica ons sent to the congrega on and/or 
the public should reflect the highest level of professionalism. Posi ve rela ons not only enhance the 
public’s percep on or image of St. John’s, but also demonstrate our love for God and all people. St. 
John’s expects all employees to perform their job du es in a sa sfactory manner. Employees are to 
conduct themselves in an appropriate, professional manner, both in the church building itself and in 
situa ons outside of church while ac ng as its representa ve. In general, the use of good judgment, 
based on high ethical and biblical principles, will guide employees with respect to lines of acceptable 
conduct.  
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If a situa on arises where it is difficult to determine the proper course of ac on, the ma er 
should be discussed openly with the pastor(s) and, if necessary, with the Execu ve Team.   
 
Workplace E que e 

It is the policy of St. John’s to maintain a posi ve work environment where employees treat each 
other with respect and courtesy. When an employee’s behavior in the workplace is disrup ve or 
annoying to others it should be addressed by politely talking with the co-worker to bring the perceived 
problem to their a en on. St. John’s encourages all employees to keep an open mind and graciously 
accept construc ve feedback or a request to change behavior that may be affec ng another employee’s 
ability to concentrate and be produc ve. Disputes should be handled using biblical principles, bringing 
the problem to the a en on of the individual first. If necessary, employees will meet with the Lead 
Pastor and/or the Execu ve Team for conflict resolu on.  

In the event that the problem is not resolved a er mee ng with the Lead Pastor and/or the 
Execu ve Team, disciplinary ac on may be taken. 
 
 Inappropriate Conduct  

If employees fail to perform their job du es or conducts themselves in an unacceptable or 
inappropriate manner, they are subject to discipline, up to and including termina on of employment. 
The following are some specific examples of inappropriate conduct. This list is not, however, all inclusive:  

 Using, possessing, distribu ng, or coming to work under the influence of alcohol or 
illegal drugs. 

 Possession of firearms or weapons of any kind while at work unless authorized by 
Congrega on Council. 

 The , misappropria on, misuse, unauthorized disclosure, or other abuse of the property 
or confiden al informa on of the church, its members, vendors, or employees.  

 Ac ng in a discourteous, threatening, abusive, or harassing manner against church 
employees, members, or vendors.  

 Insubordina on, including failure to follow appropriate instruc ons regarding job-
related ma ers. 

  Excessive, unexplained, or unauthorized absenteeism or tardiness. 
  Illegal gambling or solicita on of illegal gambling on church property. 
  Dishonesty, including but not limited to verbal dishonesty, falsifica on of business or 

employment-related records, misuse of funds, and unauthorized use or taking of 
resources or property of the church. 

 
Resolving Problems  

We encourage prompt and fair resolu on of employees' work-related concerns or problems and 
recognize the value of open communica ons in which any problem, complaint, sugges on, or ques on 
receives a mely response. If an employee disagrees with established rules of conduct, policies, or 
prac ces, they can express their concern through the problem resolu on procedure described below. No 
employee will be penalized, formally or informally, for voicing a complaint with St. John’s in a reasonable 
and professional manner. 

 1. If an employee faces a work-related problem, raise the ini ally issue with the Lead Pastor or 
the Council President. 

 2. If the employee is unable to resolve the issue with the Lead Pastor or the Council President, 
the employee may raise the issue with the Execu ve Team. 
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 3. If the employee believes the problem or issue has s ll not been effec vely resolved, the 
Execu ve Team may refer the situa on in wri ng to the Congrega on Council. 

 If an employee disagrees with or has a sugges on regarding any employment policies at St. 
John’s, the employee is to discuss the issue(s) with the Lead Pastor or the Execu ve Team.  If a policy 
change appears warranted, the Execu ve Team will submit a wri en recommenda on to the 
Congrega on Council. 
 
Statements to the Media 

All external or news media inquiries regarding the posi on of St. John’s as to any issues must be 
referred to the Lead Pastor.  Only the pastors or designee is authorized to make or approve public 
statements on behalf of St. John’s.  No employees, unless specifically designated, are authorized to make 
statements on behalf of St. John’s. Any employee wishing to write and/or publish an ar cle, paper, or 
other publica on on behalf of St. John’s must first obtain approval from the Lead Pastor or Congrega on 
Council. 
 
Use of Equipment  

Equipment essen al in accomplishing job du es is o en expensive and may be difficult to 
replace. When using St. John’s property, you are expected to exercise care, perform required 
maintenance, and follow all opera ng instruc ons, safety standards, and guidelines. St. John’s 
equipment should not be borrowed for personnel use without permission from the pastor(s).  If 
individuals use their own equipment for the work of the church, neither St. John’s nor its members are 
responsible for any damage that may occur.  

You should no fy the pastor(s) if any equipment, machines or tools appear to be damaged, 
defec ve, or in need of repair. Prompt repor ng of damages and the need for repairs could prevent 
deteriora on of equipment and possible injury to employees or others. The improper, careless, 
negligent, destruc ve, or unsafe use or opera on of equipment may result in disciplinary ac on up to 
and including termina on of employment. 
 
Electronic Media Policy  

This policy, which applies to all St. John’s employees, is intended to assist employees in making 
responsible decisions about use of electronic media. Employees are responsible for ensuring that all 
informa on they share in work-related Internet discussion groups, chat rooms, blogs, or social 
networking sites (Facebook, Twi er, Instagram, etc.) is accurate, and that any personal opinions they 
express are clearly iden fied as personal and not a ributed to St. John’s.  
Our Electronic Media Policy includes the following:  

 St. John’s will not list the private addresses, phone numbers, email addresses, social 
media accounts, or other personal accounts of our members and staff on our electronic 
media, unless publica on of that informa on is requested by the individual(s) in 
ques on. 

 Staff members may have church domain-based email provided to them so they may 
conduct church business while respec ng their privacy.  St. John’s IT will provide those 
when requested.  When employment is ended for any reason, access to St. John’s 
domain-based emails will be stopped as well. 

 Minors appearing in any pictures, graphics, or other images, will not be iden fied by full  
name. In addi on, minor(s) and their parents/legal guardians may request that the 
images be removed at any me by making the request to the church office and we will 
seek to comply with that request within 72 hours of receiving no fica on. 
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 Adults who appear in images will not be iden fied by full name, unless verbal 
permission has been given to include their name. If any adult chooses to have his or her 
image removed, they may request that the image(s) be removed at any me by making 
the request to the church office. We will seek to comply with that request within 72 
hours of receiving no fica on. Adults who prefer their photos not to be used on 
electronic media should make their request in wri ng to the church office. 

 This policy applies only to St. John’s electronic media. Electronic media may contain 
hyperlinks to electronic media that are not managed by St. John’s. These links are for 
your reference and convenience and are not run by St. John’s. St. John’s is not 
responsible for the data prac ces of electronic media not operated by St. John’s. 

 
Guidelines for Employees’ use of Electronic Media include the following:  

 The public in general, and St. John’s employees and members, reflect a diverse set of 
customs, values and points of view. Don't say anything contradictory or in conflict with 
the St. John’s website. Don't be afraid to be yourself, but do so respec ully. Always be 
fair and courteous. This includes not only the obvious (no ethnic slurs, offensive 
comments, defamatory comments, personal insults, obscenity, etc.) but also proper 
considera on of privacy and of topics that may be considered objec onable or 
inflammatory - such as poli cs. Use your best judgment and be sure to make it clear that 
the views and opinions expressed are yours alone and do not represent the official views 
of St. John’s unless you are commen ng or pos ng in an official capacity as a spokesman 
for the congrega on. 

 Do not post anything that would be considered embarrassing, objec onable or hur ul to 
anyone in the post. 

  Maintain confiden ality. Never divulge informa on that would be considered 
confiden al. This includes names, addresses, and contact informa on for individuals 
unless wri en permission is on file.  

 Be honest and accurate. Make sure that posted informa on or news is honest and 
accurate, and if a mistake is made, make sure that it is corrected quickly. Be open about 
any previous posts that have been altered. 

  The speed of being able to publish your thoughts is both a great feature and a great 
downfall of social media. The me to edit or reflect must be self-imposed. If in doubt 
over a post, or if something does not feel right, either let it sit and look at it again before 
publishing it, or ask someone else to look at it first. Quality ma ers.  

 
 
ENDING THE EMPLOYMENT RELATIONSHIP  

The reasons for ending the employment rela onship are o en rou ne. These are some common 
circumstances for ending employment:  

 Resigna on – voluntary termina on of employment ini ated by an employee 
 Discharge – involuntary termina on of employment ini ated by St. John’s 
 Layoff – involuntary employment termina on ini ated by St. John’s for non-disciplinary 

reasons 
 Re rement – voluntary termina on of employment ini ated by the employee mee ng 

age, length of service, and any other criteria for re rement.  
Since employment with St. John’s is based on mutual consent, either you or St. John’s have the 

right to terminate the employment rela onship at will, with or without cause or advance no ce at any 
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me. Employees who choose to resign are requested to give at least two weeks' no ce. We will generally 
schedule an exit interview with the Lead Pastor and/or a member of the Execu ve Team. This is an 
opportunity for the employee to share any sugges ons, complaints or ques ons. This is also the me to 
return any keys or St. John’s-owned property if it hasn’t already been done.  
 
Unemployment Compensa on 
  St. John’s employees are not covered by unemployment compensa on insurance. Therefore, 
upon termina on of their employment, they are not eligible to collect unemployment insurance 
benefits. 



1 
 

 
 
 
 
 
 
 

Employee Handbook 

 
St. John’s Lutheran Church 

Shiremanstown, PA 
 

January 2024 
  



2 
 

TABLE OF CONTENTS 
Welcome .........................................................................................................................................4 

Mission Statement...........................................................................................................................4 

Important No ce About this Handbook ...........................................................................................4 

CONDITIONS OF 
EMPLOYMENT…….............................................................................................................................4 

 At Will Employment……………………………………………………………………………………………………………4 

Keeping our Children Safe: Clearances and Criminal Background Checks...............................4 

Policy Against Harassment ...................................................................................................5 

Prohibi on of Threats and Violence .....................................................................................5 

BENEFITS OF EMPLOYMENT..............................................................................................................6 

Employee Pay ......................................................................................................................6 

Reimbursement for Approved Business Expenses.................................................................6 

Credit Card Use…………………………………………………………………………………………………………………..6 

Vaca ons..............................................................................................................................6 

Holidays................................................................................................................................6 

LEAVE POLICIES .................................................................................................................................7 

 Jury Leave……………………………………………….…………………………………………………………………………..7 

 Military Leave……………………………………………………………………………………………………………………..7 

 Sick Leave……………………………………………………………………………………………………………………………7 

 Parental Leave…………………………………………………………………………………………………………………….7 

EMPLOYMENT PRACTICES..................................................................................................................7 

Job Descrip ons....................................................................................................................7 

Staff Repor ng Lines.............................................................................................................8 

Introductory Period ..............................................................................................................8 

Performance Evalua on........................................................................................................8 

Confiden ality of Employee Personnel Files..........................................................................9 

WORKPLACE SAFETY..........................................................................................................................9 

Building Access.....................................................................................................................9 



3 
 

Smoking/Vaping Policy..........................................................................................................9 

Drug and Alcohol-Free Workplace.........................................................................................9 

Workers’ Compensa on ..................................................................................................... 10 

Visitors on Church Grounds ................................................................................................ 10 

WORKING TOGETHER ..................................................................................................................... 10 

Standards of Conduct ......................................................................................................... 10 

Workplace E que ..............................................................................................................11 

Inappropriate Conduct........................................................................................................ 11 

Resolving Problems............................................................................................................. 11 

Statements to the Media .....................................................................................................12 

Use of Equipment.................................................................................................................12 

Electronic Media Policy.........................................................................................................12 

ENDING THE EMPLOYMENT RELATIONSHIP....................................................................................... 13 

Unemployment Compensa on ............................................................................................ 14 

  



4 
 

Welcome 
Welcome to St. John’s Lutheran Church, a congrega on of the Evangelical Lutheran Church in 

America!  We are a congrega on of God’s people doing God’s work in this me and place.  As an 
employee of St. John’s, you are an important part of our ministry team.  This handbook is meant to help 
you understand more about your role as an employee of the church. 
 
Mission Statement 

Our mission statement is Grow in faith, Share God’s love, Serve others.  Everything that we do as 
a congrega on is meant to be a reflec on of that mission and it is important to measure our work 
against it.  We are commi ed to a life of worship, service, and grace in this place.  We use our me, 
talents and treasures to help do ministry together.   
 
Important No ce about this Handbook 

This handbook is designed to provide employees with informa on about condi ons of 
employment, employee benefits, and important employment policies. These policies are published to 
provide a convenient resource for all employees, to assist in the orienta on of new employees, and to 
promote consistency in the administra on of the services provided by the church. Employees are 
expected to read, understand, and comply with all provisions in this document. This handbook 
summarizes the policies and prac ces in effect at the me of its approval by Council, and it supersedes 
all previously issued handbooks and any policy that is inconsistent with the policies described here. 

No set of personnel policies can an cipate every circumstance or ques on or summarize every 
policy, and the need may arise for us to revise, add or cancel policies, at which me the Congrega on 
Council (Council) of St. John’s has the authority to make changes without prior no ce. In addi on, St. 
John’s may deviate from its stated policies at its sole discre on as individual circumstances warrant. 
 
 
CONDTITIONS OF EMPLOYMENT 
At-Will Employment  

This handbook is not a contract, expressed or implied, nor does it guarantee employment for any 
specific length of me. Although we hope our employment rela onship will be long term, every non-
ordained employee of St. John’s is an at-will employee. That means that either St. John’s or the 
employee may end the employment rela onship at any me, with or without no ce and with or without 
reason. 
 
Keeping our Children Safe:  Clearances and Criminal Background Checks 

This congrega on’s ministry with children and youth begins by striving to provide a safe 
environment with caring and effec ve leaders. To protect the safety of our children and youth, and in 
compliance with Pennsylvania law, all employees will be screened for their eligibility to work with 
children and youth and must submit the mandated clearances: 

 Pennsylvania State Police Criminal Record Check: h ps://epatch.state.pa.us/Home.jsp 
 Pennsylvania State Child Abuse History Clearance: 

h ps://www.compass.state.pa.us/cwis/public/home 
 Federal Criminal History Report, which includes submission of the individual’s 

fingerprints    h ps://www.identogo.com/loca ons/pennsylvania 
 Na onal Sex Offender Registry -

h ps://www.dhs.pa.gov/KeepKidsSafe/Resources/Documents/NSOR.APPLICATION.05.02
.22.pdf 
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All employees must keep these clearances current by renewing them every five years.  St. John’s 
will pay/reimburse for the cost of clearances.   
 
Policy Against Harassment  

The church will not tolerate any form of discrimina on or harassment including sexual 
harassment or hazing. It is important for you to understand that jokes, stories, cartoons, nicknames and 
comments about appearance may be offensive to others. It is our policy to strictly prohibit any conduct 
that may cons tute sexual harassment or other unlawful harassment and to discipline any employee 
guilty of such conduct.  

Sexual harassment is o en difficult to define. Such conduct has the purpose or effect of 
substan ally interfering with an individual’s work performance or creates an in mida ng, hos le or 
offensive working environment. This includes many forms of offensive behavior. However, as a guide, the 
following behavior may cons tute harassment:  

 Unwelcome sexual flirta on, advances or proposi ons; 
 Verbal comments related to an individual’s age, race, gender, color, religion, na onal 

origin, disability, or sexual orienta on; 
 Displaying cartoons or telling jokes which relate to an individual’s age, race, gender, 

color, religion, na onal origin, disability or sexual orienta on; 
 Explicit or degrading verbal comments about another individual or his/her appearance;  
 The display of sexually sugges ve pictures or objects in any workplace loca on, including 

transmission or display via computer;  
 Physical conduct that includes touching, assaul ng, impeding or blocking movements; 
 Offering employment benefits in exchange for sexual favors;  
 Making or threatening reprisals a er a nega ve response to sexual advances. 

 
  It is the responsibility of each member of the work team to create an atmosphere free of 
harassment. In addi on, it is the responsibility of each employee to respect the rights of other 
employees. This policy encourages any witness of an incident of harassment to report such incident 
immediately. All reasonable efforts will be made to protect the confiden ality of the individual repor ng 
the incident. If you believe that you are being subjected to harassment, you should:  

 If you feel able to do so, tell the harasser that his or her ac ons are not welcome and 
that they must stop, and  

 Immediately report the incident to the Lead Pastor or a member of the Execu ve Team. 
A report of any type of harassment will be treated seriously, and a thorough 
inves ga on will be conducted. An employee who files a complaint will be treated fairly 
and courteously at all mes, and will not be retaliated against for making such report. 
Confiden ality will be honored for all par es involved to the degree possible. The 
employee(s) involved will be informed regarding the findings of the inves ga on and any 
disciplinary ac on to be taken.  

 
Prohibi on of Threats and Violence 
  It is the policy of St. John’s that there will be zero tolerance for violence. No weapons are 
allowed on the premises and no threats or talk of violence will be tolerated. All poten ally dangerous 
situa ons, including threats by co-workers, should be reported immediately to the Lead Pastor or the 
Execu ve Team.   Reports of threats will be confiden al to the extent that maintaining confiden ality 
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does not impede the ability to inves gate and respond to the complaints. All threats will be promptly 
inves gated. All employees must cooperate with all inves ga ons. No employee will be subjected to 
retalia on, in mida on or disciplinary ac on as a result of repor ng a threat in good faith under this 
policy.  

If St. John’s determines, a er an appropriate good faith inves ga on, that someone has violated 
this policy, St. John’s will take swi  and appropriate correc ve ac on. In addi on to the appropriate 
disciplinary ac on, the employee and/or other par es involved may be subject to criminal proceedings 
as appropriate. If you are the recipient of a threat made by an outside party, please follow the steps 
detailed in this sec on. It is important to be aware of any poten al danger in the workplace. We want to 
take effec ve measures to protect everyone from the threat of a violent act by an employee or by 
anyone else. 
 
EMPLOYEE BENEFITS 
Employee Pay 

Employees are paid bi-weekly. 
 Social Security and Medicare Taxes: St. John’s makes contribu ons for its lay employees 

as required of employers under the Federal Insurance Contribu on Act (FICA). 
 Unemployment Compensa on: St. John’s employees are not covered by unemployment 

compensa on insurance. Therefore, upon termina on of their employment, they are 
not eligible to collect unemployment insurance benefits 

 
Reimbursement for Approved Business Expenses 

 Employees of St. John’s who are required to expend funds in connec on with the performance 
of their work will be reimbursed for expenses that have been pre-approved by the Lead Pastor. 
 
Credit Card Use 

Any employees of St. John’s that are issued a church credit card shall only use the card for 
approved expenses and shall have a receipt for all purchases.  Any personal or nonapproved expenses 
will be reimbursed by the employee to St. John’s within 30 days of purchase.  If there is con nued 
misuse of the credit card, discipline up to and including termina on will occur.   
 
Vaca ons  

All employees of St. John’s are given me off as allo ed in their job descrip on.  All vaca on 
me taken shall be approved by the Lead Pastor.  All vaca on me shall be recorded.  If more me is 

needed than allo ed in the job descrip on, then the me off shall be unpaid for the remainder of the 
calendar year.  All vaca on requests should be made at least one month prior to scheduled days off. 
 
Holidays  

It is the policy of St. John’s that the Church office will be closed on the following holidays:  
 New Year’s Day (January 1) 
 Presidents’ Day (February) 
 Monday following Easter Sunday 
 Memorial Day (May) 
 Juneteenth (June 19th) 
 Independence Day (July 4th) 
 Labor Day (September) 
 Indigenous People’s Day (October) 
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 Thanksgiving (Wednesday – Friday) 
 Christmas (week between Christmas and New Year) 

Other days may be added at the discre on of the Lead Pastor. 
 
LEAVE POLICIES 
Jury or Witness Duty  

St. John’s encourages its employees to fulfill this civic responsibility by serving on jury duty when 
required. St. John’s will also provide witness duty me off to employees who receive a subpoena or 
summons to tes fy in court.  

 The jury/witness summons should be shown to the Lead Pastor as soon as possible so 
that arrangements can be made to accommodate your possible absence from work.  

 Employees are expected to report for work whenever the court schedule permits.  
 If summoned by St. John’s to tes fy, the employee will receive me off for the period of 

witness duty. 
 
Military Leave 

St. John’s complies with applicable state and federal law concerning leaves for military service. 
Absences should be discussed with the Lead Pastor well in advance of leaving for training or ac ve duty.  
 
Sick Leave 

 It is the policy of St. John’s that sick leave requiring an extended absence of longer than one 
week must be reviewed and approved by the Lead Pastor and/or Execu ve Team.   The employee must 
inform the Lead Pastor of the need for sick leave.  
Long-Term Leave  

When an employee can no longer perform their employment du es at St. John’s due to a 
medical illness or other life event, the following progression will be in effect. 

 If the employee is absent from work for an illness or life event, they will con nue to 
receive full compensa on for the first three months of their absence from work with 
proper documenta on. 

 A er three months have passed and if the employee can s ll not return to work, their 
compensa on will be reduced by fi y percent for months four through six, with 
con nued proper documenta on.   

 At the end of six months, if the employee is unable to return to work, their employment 
at St. John’s will be terminated.  

It is the employee’s responsibility to keep the Lead Pastor updated on their situa on, including 
providing medical documenta on of their health status. 
 
Parental Leave 
When an employee is blessed with the birth or adop on of a new child into their family, they will be 
given 8 weeks leave with full pay and benefits. 
   
EMPLOYMENT POLICIES 
Job Descrip ons  

St. John’s makes every effort to create and maintain accurate job descrip ons for all posi ons 
within the organiza on. Each descrip on includes sec ons for posi on type and expecta on of hours 
worked per week, a job summary, essen al du es and responsibili es, required skills and qualifica ons 
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(including educa on and/or experience, any cer fica on required, musical, technical, or leadership skills 
required).  

Job descrip ons are used to help employees understand their job du es and to set standards for 
employee performance evalua ons. Job descrip ons are also used to iden fy the requirements of each 
posi on, establish hiring criteria, and establish a basis for making reasonable accommoda ons for 
individuals with disabili es. The Council and Execu ve Team prepare job descrip ons when new 
posi ons are created. Exis ng job descrip ons are also reviewed and revised in order to ensure they are 
up to date. Job descrip ons may also be rewri en periodically to reflect any changes in the posi on’s 
du es and responsibili es. Employees can be helpful by making sure that their job descrip on accurately 
reflect the work that is done. Job descrip ons do not necessarily cover every task or duty that the 
employee may be assigned to and that addi onal responsibili es may be assigned as necessary. Please 
contact the Lead Pastor or Execu ve Team if there are ques ons or concerns about a job descrip on. 
 
 
Staff Repor ng Lines 

 
 
Introductory Period 

All new employees of St. John’s will meet with the Lead Pastor at the 30, 60 and 90 day points to 
review their job descrip on and reflect on their beginning at St. John’s.   
 
Performance Evalua on  

The best communica ons about job performance happen on an informal, day-to-day basis. 
Employees are encouraged to talk about performance regularly as needed. 

In addi on, St. John’s wants to ensure that employees have scheduled, formal performance 
evalua ons. These discussions are the opportunity to discuss job responsibili es and goals, encourage 
and recognize strengths, iden fy and correct any weaknesses, develop plans for dealing with any 
obstacles, and plan for the future. Formal performance evalua ons are scheduled annually and will be 
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completed by the Lead Pastor then reviewed by the Execu ve Team.  There will also be a por on of the 
annual evalua on that is self-reflec on by the employee.  The Lead Pastor will meet with each employee 
to review the annual evalua on. 

Copies of the annual evalua on will be given to the employee and also kept in the employee’s 
file. 
 
Confiden ality of Employee Personnel Files  

Employee records are maintained in the church office.  Individual files will contain employee 
informa on as well as performance evalua ons.  

When an employee of St. John’s is required to manage various church records and files that 
include personal informa on regarding congrega onal members, privacy and confiden ality of such 
records are to be maintained at all mes. Any breach of the privacy and confiden ality of records and 
files will be addressed with the employee and will involve the employee, the Lead Pastor and/or the 
Execu ve Team.  Consequences up to termina on will be decided at that me. 

Requests for a reference from en es such as a credit agency, prospec ve landlord, prospec ve 
employer, etc., concerning employment at St. John’s will be limited to the following informa on: verify 
the dates of employment, salary and the posi on(s) the employee has held.  
 
WORKPLACE SAFETY 

It is the policy of St. John’s to make every effort to maintain a safe and healthy working 
environment. Employee concerns about safety or working condi ons should be forwarded to the Lead 
Pastor or the Execu ve Team. 
 
Building Access 

Employees having keys to St. John’s facili es are expected to use them in a responsible manner. 
While St. John’s encourages an “open door” policy to its congrega on and members of the community, 
every effort must be made to ensure the safety and security of employees on the church and school 
premises at all mes.  During school hours, building security is a priority and the policies of The 
Children’s Garden should be followed at all mes.   Any lost keys need to be reported immediately to the 
Lead Pastor and the church secretary, and all keys must be returned when your employment with St. 
John’s ends.  
 
Smoking/Vaping Policy  

St. John’s maintains a smoke/vape-free environment in all buildings and facili es for employees, 
members, and visitors.  
 
Drug and Alcohol-Free Workplace 

It is the policy of St. John’s to provide employees with a safe and healthy working environment, 
one that is free from the problems associated with the use and abuse of alcohol and illegal drugs 
(including abuse of prescrip on medica on). The abuse, sale, unlawful possession, distribu on, transfer 
or manufacture of drugs, intoxicants or a controlled substance on church property or other work sites 
where employees may be assigned or elsewhere during working hours is strictly prohibited. Employees 
are also expected to report to work and conduct all work-related ac vi es free from the effects of 
alcohol and illegal drugs. Employees who violate the drug and alcohol policy will be removed from the 
workplace immediately and face disciplinary ac on up to and including termina on. However, an 
employee voluntarily admi ng alcohol and/or drug dependency may, at the church’s discre on, be given 
a leave of absence for substance abuse assistance or to a end a rehabilita on program. 
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Workers’ Compensa on  

Workers’ compensa on covers injuries or illnesses sustained in the course of employment that 
require medical, surgical, or hospital treatment. Subject to the applicable legal requirements, this 
program provides benefits a er a short wai ng period or in the event of hospitaliza on, immediately. 

 It is cri cal that the employee informs the pastor(s) immediately about any work-related 
injury or illness, regardless of how minor it may appear at the me. Submit the “Report 
of Work-Related Injury Form” (Appendix C.6) as soon as possible to the pastor. 
Immediate repor ng ensures that, if eligible, the employee qualifies for workers’ 
compensa on benefits as quickly as possible and also allows St. John’s to inves gate the 
ma er promptly. 

 While on an approved leave due to a work-related injury or illness, the employee’s 
posi on may or may not con nue to be held open for the employee. This decision will 
be made on a case-by-case basis by the pastor(s) upon recommenda on from the 
supervising commi ee chair. The employee may be eligible for paid leave through the 
Long-Term Leave Policy. 

 
Visitors to the Church Grounds 

It is the policy of St. John’s to provide for the safety and security of employees and members and 
also to prac ce good stewardship of the facili es at St. John’s. As such, care must be taken regarding the 
flow of visitors throughout the church building, the church office building and The Children’s Garden. 
Controlling unauthorized visitors helps maintain safety standards, protects against the , ensures security 
of equipment, protects confiden al informa on, safeguards employee welfare and avoids poten al 
distrac ons and disturbances.   

During the school day, the safety and security of our school is of highest importance.  All outside 
doors should remain locked except for the outer church office entrance (unless the school is placed on a 
lockdown, then all entrances shall be locked un l the lockdown is li ed).   Employees are not to place 
themselves in peril. If employees sense a problem with a stranger, they should excuse themselves 
immediately and seek a safe place from which to call for help.  Further training from The Children’s 
Garden regarding their safety plan might be required depending on the posi on. 
 
WORKING TOGETHER  

We consider all people to be God’s valuable assets. Every employee represents St. John’s to our 
membership and the public. The way we do our jobs presents an image of our church and our Lord. 
People judge all of us by how they are treated with each employee contact. Therefore, one of our first 
priori es is to assist any person. Nothing is more important than being courteous, friendly, helpful, and 
prompt in the a en on you give to those who approach us with ques ons or needs.  
 
Standards of Conduct 

All employee contacts with the public and all communica ons sent to the congrega on and/or 
the public should reflect the highest level of professionalism. Posi ve rela ons not only enhance the 
public’s percep on or image of St. John’s, but also demonstrate our love for God and all people. St. 
John’s expects all employees to perform their job du es in a sa sfactory manner. Employees are to 
conduct themselves in an appropriate, professional manner, both in the church building itself and in 
situa ons outside of church while ac ng as its representa ve. In general, the use of good judgment, 
based on high ethical and biblical principles, will guide employees with respect to lines of acceptable 
conduct.  
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If a situa on arises where it is difficult to determine the proper course of ac on, the ma er 
should be discussed openly with the pastor(s) and, if necessary, with the Execu ve Team.   
 
Workplace E que e 

It is the policy of St. John’s to maintain a posi ve work environment where employees treat each 
other with respect and courtesy. When an employee’s behavior in the workplace is disrup ve or 
annoying to others it should be addressed by politely talking with the co-worker to bring the perceived 
problem to their a en on. St. John’s encourages all employees to keep an open mind and graciously 
accept construc ve feedback or a request to change behavior that may be affec ng another employee’s 
ability to concentrate and be produc ve. Disputes should be handled using biblical principles, bringing 
the problem to the a en on of the individual first. If necessary, employees will meet with the Lead 
Pastor and/or the Execu ve Team for conflict resolu on.  

In the event that the problem is not resolved a er mee ng with the Lead Pastor and/or the 
Execu ve Team, disciplinary ac on may be taken. 
 
 Inappropriate Conduct  

If employees fail to perform their job du es or conducts themselves in an unacceptable or 
inappropriate manner, they are subject to discipline, up to and including termina on of employment. 
The following are some specific examples of inappropriate conduct. This list is not, however, all inclusive:  

 Using, possessing, distribu ng, or coming to work under the influence of alcohol or 
illegal drugs. 

 Possession of firearms or weapons of any kind while at work unless authorized by 
Congrega on Council. 

 The , misappropria on, misuse, unauthorized disclosure, or other abuse of the property 
or confiden al informa on of the church, its members, vendors, or employees.  

 Ac ng in a discourteous, threatening, abusive, or harassing manner against church 
employees, members, or vendors.  

 Insubordina on, including failure to follow appropriate instruc ons regarding job-
related ma ers. 

  Excessive, unexplained, or unauthorized absenteeism or tardiness. 
  Illegal gambling or solicita on of illegal gambling on church property. 
  Dishonesty, including but not limited to verbal dishonesty, falsifica on of business or 

employment-related records, misuse of funds, and unauthorized use or taking of 
resources or property of the church. 

 
Resolving Problems  

We encourage prompt and fair resolu on of employees' work-related concerns or problems and 
recognize the value of open communica ons in which any problem, complaint, sugges on, or ques on 
receives a mely response. If an employee disagrees with established rules of conduct, policies, or 
prac ces, they can express their concern through the problem resolu on procedure described below. No 
employee will be penalized, formally or informally, for voicing a complaint with St. John’s in a reasonable 
and professional manner. 

 1. If an employee faces a work-related problem, raise the ini ally issue with the Lead Pastor or 
the Council President. 

 2. If the employee is unable to resolve the issue with the Lead Pastor or the Council President, 
the employee may raise the issue with the Execu ve Team. 
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 3. If the employee believes the problem or issue has s ll not been effec vely resolved, the 
Execu ve Team may refer the situa on in wri ng to the Congrega on Council. 

 If an employee disagrees with or has a sugges on regarding any employment policies at St. 
John’s, the employee is to discuss the issue(s) with the Lead Pastor or the Execu ve Team.  If a policy 
change appears warranted, the Execu ve Team will submit a wri en recommenda on to the 
Congrega on Council. 
 
Statements to the Media 

All external or news media inquiries regarding the posi on of St. John’s as to any issues must be 
referred to the Lead Pastor.  Only the pastors or designee is authorized to make or approve public 
statements on behalf of St. John’s.  No employees, unless specifically designated, are authorized to make 
statements on behalf of St. John’s. Any employee wishing to write and/or publish an ar cle, paper, or 
other publica on on behalf of St. John’s must first obtain approval from the Lead Pastor or Congrega on 
Council. 
 
Use of Equipment  

Equipment essen al in accomplishing job du es is o en expensive and may be difficult to 
replace. When using St. John’s property, you are expected to exercise care, perform required 
maintenance, and follow all opera ng instruc ons, safety standards, and guidelines. St. John’s 
equipment should not be borrowed for personnel use without permission from the pastor(s).  If 
individuals use their own equipment for the work of the church, neither St. John’s nor its members are 
responsible for any damage that may occur.  

You should no fy the pastor(s) if any equipment, machines or tools appear to be damaged, 
defec ve, or in need of repair. Prompt repor ng of damages and the need for repairs could prevent 
deteriora on of equipment and possible injury to employees or others. The improper, careless, 
negligent, destruc ve, or unsafe use or opera on of equipment may result in disciplinary ac on up to 
and including termina on of employment. 
 
Electronic Media Policy  

This policy, which applies to all St. John’s employees, is intended to assist employees in making 
responsible decisions about use of electronic media. Employees are responsible for ensuring that all 
informa on they share in work-related Internet discussion groups, chat rooms, blogs, or social 
networking sites (Facebook, Twi er, Instagram, etc.) is accurate, and that any personal opinions they 
express are clearly iden fied as personal and not a ributed to St. John’s.  
Our Electronic Media Policy includes the following:  

 St. John’s will not list the private addresses, phone numbers, email addresses, social 
media accounts, or other personal accounts of our members and staff on our electronic 
media, unless publica on of that informa on is requested by the individual(s) in 
ques on. 

 Staff members may have church domain-based email provided to them so they may 
conduct church business while respec ng their privacy.  St. John’s IT will provide those 
when requested.  When employment is ended for any reason, access to St. John’s 
domain-based emails will be stopped as well. 

 Minors appearing in any pictures, graphics, or other images, will not be iden fied by full  
name. In addi on, minor(s) and their parents/legal guardians may request that the 
images be removed at any me by making the request to the church office and we will 
seek to comply with that request within 72 hours of receiving no fica on. 
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 Adults who appear in images will not be iden fied by full name, unless verbal 
permission has been given to include their name. If any adult chooses to have his or her 
image removed, they may request that the image(s) be removed at any me by making 
the request to the church office. We will seek to comply with that request within 72 
hours of receiving no fica on. Adults who prefer their photos not to be used on 
electronic media should make their request in wri ng to the church office. 

 This policy applies only to St. John’s electronic media. Electronic media may contain 
hyperlinks to electronic media that are not managed by St. John’s. These links are for 
your reference and convenience and are not run by St. John’s. St. John’s is not 
responsible for the data prac ces of electronic media not operated by St. John’s. 

 
Guidelines for Employees’ use of Electronic Media include the following:  

 The public in general, and St. John’s employees and members, reflect a diverse set of 
customs, values and points of view. Don't say anything contradictory or in conflict with 
the St. John’s website. Don't be afraid to be yourself, but do so respec ully. Always be 
fair and courteous. This includes not only the obvious (no ethnic slurs, offensive 
comments, defamatory comments, personal insults, obscenity, etc.) but also proper 
considera on of privacy and of topics that may be considered objec onable or 
inflammatory - such as poli cs. Use your best judgment and be sure to make it clear that 
the views and opinions expressed are yours alone and do not represent the official views 
of St. John’s unless you are commen ng or pos ng in an official capacity as a spokesman 
for the congrega on. 

 Do not post anything that would be considered embarrassing, objec onable or hur ul to 
anyone in the post. 

  Maintain confiden ality. Never divulge informa on that would be considered 
confiden al. This includes names, addresses, and contact informa on for individuals 
unless wri en permission is on file.  

 Be honest and accurate. Make sure that posted informa on or news is honest and 
accurate, and if a mistake is made, make sure that it is corrected quickly. Be open about 
any previous posts that have been altered. 

  The speed of being able to publish your thoughts is both a great feature and a great 
downfall of social media. The me to edit or reflect must be self-imposed. If in doubt 
over a post, or if something does not feel right, either let it sit and look at it again before 
publishing it, or ask someone else to look at it first. Quality ma ers.  

 
 
ENDING THE EMPLOYMENT RELATIONSHIP  

The reasons for ending the employment rela onship are o en rou ne. These are some common 
circumstances for ending employment:  

 Resigna on – voluntary termina on of employment ini ated by an employee 
 Discharge – involuntary termina on of employment ini ated by St. John’s 
 Layoff – involuntary employment termina on ini ated by St. John’s for non-disciplinary 

reasons 
 Re rement – voluntary termina on of employment ini ated by the employee mee ng 

age, length of service, and any other criteria for re rement.  
Since employment with St. John’s is based on mutual consent, either you or St. John’s have the 

right to terminate the employment rela onship at will, with or without cause or advance no ce at any 
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me. Employees who choose to resign are requested to give at least two weeks' no ce. We will generally 
schedule an exit interview with the Lead Pastor and/or a member of the Execu ve Team. This is an 
opportunity for the employee to share any sugges ons, complaints or ques ons. This is also the me to 
return any keys or St. John’s-owned property if it hasn’t already been done.  
 
Unemployment Compensa on 
  St. John’s employees are not covered by unemployment compensa on insurance. Therefore, 
upon termina on of their employment, they are not eligible to collect unemployment insurance 
benefits. 


